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3.6 i\Iovember 3.95>7 


i*or the Operating Ccrnralttse 

oUBtlli’OTs Organljsation of Ta:?k TeairiS to Evafii 3 .te the 
Eecomniendations of the I^ibraj-y Conisu3/cants 


1.0 Attached are the statements of the seventeen (I?) projects 
into which the recomniendaticiis of the Library Gonsul-tants have been 
•sajTBisiriKedo 

2p The second and current phase of the eva3.uation of the 
Consultants^ findings is the organiaation of Task Teems to study 
these problems o 

3o Nominations for participants from vd.thin OCR will be 
discussed at our staff meeting on 19 Hovembera 

Uo By copy of this memorandum AO/pR^j AD/SI. send AD/BI 
are requested to rerdew these attachments with a rtew to identi- 
fying competent senior Intelligence officers within their oi^rn 
offices who might be devaile<.\ for work on one or more of the 
Tiecessasy Task TeaVuSo 


Paul Ao Borel 
Assistant Director 
Central Heferenoe 

GC: AD/RR 

ad/si 

AD/ai 
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S-’E"C~R“E-T 


OFFICE OF CENTRAL REFERI'KCE 

3.8 November 2.9^1 


Pro.iect. ONE 


To study the Intellofax system in order to determine ifs 

(1) the encoding of requests is uni^liableo 

(2) the citations are inadequate o 

(3) the system is unsufficiently usedo 

ih) the same data is given on repeated runs for the 
same codeso 

(5) the service is slow^ untrustworthy ^ and costlyo 

(6) the older cards are unavailableo 

(7) the system requires excessive space,, 

(6) the system duplicates ■stork done in the other 
OCR Registers o 

(9) the system fails to provide service at as high 

an intellectual level as is needed for the program 
of the Agency c. 


S°E-=C=-R“E»T 
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S-E-C«R-E«-T 


OFFICE OF CENTRA!. REFERENCE 

18 November 1957 


Pro,ject n:Q 

To study the machine filing and reproduction of IBM index cards 
in order to determine ifs 

(1) machine filing and selection is limited by virtue 
of the multiplicity of IBM file deckSo 

(2) the machine files require excessive spaceo 

(3) machine sorting and refinement is miniinalo 
(ii) fascimile and photostat expediter service can 

be obtained at lower cost by use of other 
processeso 

(5) the reproduction ration in use on the photostat 
expeditors should be increased^ 


S«=>E«C '==‘R®E®T 
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S=-E-=C“R-‘’E“T 


OFFICE OF CENTRAL RSFERENCE 


X8 November 1937 


r»-p the present Intell^'* 
T, =tudy th. ISC. and cn^pare tna .^,«endod printed 

.^..npertnre car. ^ ^ .pacilical^ deterrdne 

nitlie^apH. and intent tard cnp. te npecil 

+ he applied pinifomly to book and 

(1) the ISC cannot be appi 

document codingo 

. , hard copy system would be more economical 

( 2 ) an intact hard copy 

of space, provide speedier servxce. 

..an the present systemd _ ^ substitute 

(3) the aperture cai‘d system as 

for an intact hard copy file^ 

, • • r-ir viill result in having a printed 
CU) program efficaen y 

. ^ of the Ictellofax systemo 

bibliography xnstea 

4 all docxunents j) 

ce) tne IPI to nc 

too.s.poriodicoIartioIdd.»dPBXS.ni^=^^ 

(6) it is lessttlo to •»!■= “ 

onclosnros for Acquisition Branct 

(7) n printed bitliosrapty "Odi »* " 

.Odd prove ti-el, enou^ to enve inlo^tion seal 

needs in Ueu of IntellofaXo 
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OFFICE OF CEIiTiWI, REFERENCE 


Pj’o.lect FOUR. 


18 November 1957 


To book an. .„aunent aelection omtoria an. .at^ina the 

jpan X„a.«on o. bb, aaXeoUon .„™„on . bba on.a.aaUonaX 
sbructurej specifically to determine if.- 

(1) the Aganoy staff panUolpatas in tba salaetion 
process o 

(2) thara is a satlsfaot.^ salaotlon poliay. 

(3) the salaotlon fnnction shoul. bp Aogoisitlons 
Branch or in Reference„ 


S^-E^CooRoaE^T 
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S-E-^CoR-E-T 


OFFICE OF CENTRAL REFERENCE 

18 NovenJDer 1957 


Pro.ject. FIVE 


25X1 


To stucfy the Acquisitions Branch work load and productioni 


specifically to determine ifj 

(1) Acquisition Branch functions overlap those of Reference 
and Girculationo 

(2) Acquisition Branch work output is below standard© 

(3) the Domestic Section should be moved 


25X1 


25X1 


now© 

(U) distribution and dissemination processes should be clearly 

split and separately administered© 25X1 


S=.E-C«R-E=T 
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OFFICE OF CENTRAL REFERENCE 

18 November 1957 


Project SIX 


To stu<ty all aspects of publications e:i 5 )enditureE including the book 
budgets cash procurements and fiscal controlsj specifically to 
determine if* 

(1) the budget for publications is too lo^xo 

(2) the rate of purchase is in ai^r way affected by staff 
and space limitations <. 

(3) the budget for eapendables and the budget for the main 
collections shou3.d be separate© 

(U) the present budget philosophy should be revised© 

(5) the fiscal controls and procedures in Acquisitions 
need changing© 


Sc=.E'=C«H<=E'=T 
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OFFICE OF CENTRAL REFEREInCE 


18 November 1957 


Project EIGHT 


To study work load, production, and service rendered by the Circuia-* 
tion Branchj specifically to determine ifs 

(1) production is lowo 

(2) service is slowo 

(3) the Branch is over<=staffed to do its jobc 

(1;) it is performing functions that should be assigned 
elsewhereo 


S «=-E “C “R^E^T 
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OFFICE OF CEIv'THAl REFERENCE 

18 November 1957 


Project Nil® 


To stucfy the present card catalogs^, cataloging section work loadSs 
and the cost of cataloglngj specifically to detennine if j 

(1) the catalogs are inefficient tools badly kepto 

(2) too many cards per title are made,, 

(3) cataloging costs are abnormally higho 
(li) xvorkload is lowo 

( 5 ) the cataloging staff should be reduced by halfo 

(6) conventional 3x5 cards can be substituted for 
IBM cards 

(7) Library of Congress cataloging can be profitably 
applied to CIA cataloging procedures o 


SoE<=C-R-E“T 
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OFFICE OF CENTRAL REFERENCE 

18 November 1957 


Project TEN 


To study Reference Branch work load^ reference tools ^ and the tech® 
niques of giving information service 5 specifically to determine if s 

(1) service is low compared to number of analysts 
servedo 

(2) three fourths of the work is routine o 

(3) work is low ijci quality© 

(U) staff is untrainedo 

(5) reference tools are iiaferioro 

(6) the Information Unit is overstaffedo 

(7) the book and periodical collection in Acquisitions 
should be transferred to Reference© 

(8) reference librarians should be used to give customer 
higher cut of references on a given request© 

(9) service to customers can be put on a five minute 
or less schedule© 


S^E^C *R«£=T 


Sanitized Copy Approved for Release 2009/11/23 : CIA-RDP82TQ0271R0001 00120005-5 


Sanitized Copy Approved for Releas^2009/1J/23 : CIA-RDP82T00271R0001 00120005-5 

OFFICE OF CENTRAL REFERENCE 

18 November 19i?7 


Project ELEVEN 


To weigh the advantages and disadvantages of the single information 
center concepts specifically to determine if j 

(1) it is feasible to create a single point for OCR 
customer seivlceo 

(2) short term requests can be accommodated at the 
single point without further referralo 

(3) a pilot approach could be made in advance of the 
big moveo 

(li) and how the single point idea should be organizedo 


S'^E^C «>H=E'=T 
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S«>E-€-R-E=*l 


OFFICE OF CENTRAL REFERENCE 


18 November 1957 


Project TWELVE 


To devise a plan for installing a pilot plant OCR MINICARD system 
for codings storages and retrieval of lAC produced documentsj 
specifically to determine if j 

(1) OCR should have a continuing high level planning 
and management staff to investigate new ideas o 

(2) MINIC.ARD offers advantages over Intellofaxo 

(3) the MINICARD pilot operations has been satisfactorily 
planned (iind to develop a current plan)o 


S=>E=C“'R'=E“T 
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5„E«--C-R-E-T 

OFFICE OF CENTRAL REFERENCE 

18 November 1957 


Project THIRTEEN 


To stucfy the OCR operational reporting programs specifically to 
determine ifs 

(1) Too much time is spent keeping unnecessary recordso 

(2) Present monthly reports can be revised in order better 
to reflect information of especial value to managemento 

( 3 ) An annual (or semi-annual) report can be devised as an 
integral part of OGRN's report system^ which report would 
be of value to top Agency management as well as to 
supenrisors within OCRo 
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OFFICE OF CENTRAL REFERENCE 


18 November 1957 


Projeet FOURTEEN 


To study the training policies of OCR and. OTRj specifically to 
determine if* 

(1) Professional employees of OCR should be given the same 
training program^ particularly in introductory courses ^ 
as are the analysts in producing offices in the Agencyo 

(2) A training program can be devised which will enable 
the professional staff of OCR to give a higher leva! 
of reference service to users of OCR facilities from 
the intelligence coraraunityo 


S=E=C=.R-E-T 
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S-E-C-R-E«T 


OFFICE OF CENTRAL REF'ERENCE 

18 November 1957 


Project FIFTEE!^ 

To study raeaiJS "idiereby OCR can get adequate guidance for its operffl= 
tions from customer offices; specifically to determine ifs 

(1) A Library Committee composed of representatives of all 
the components of the Agency should be created to serve 
in an advisory capacity to the Assistant Dii-ector/CCR 
and as a channel of communication to the Agencyo 

(2) A program should be developed to bring togetlier the 
analyst and the Reference Staff so that the Reference 
Staff may be aware as much as possible of what intelll,'^ 
gence reports and programs are underway so that the 
staff might give a. higher level reference service and 
be prepared to call to the attention of the analyst 
pertinent periodical articles, intelligence reportsg 
books, documents, etca, which is a normal special 
library technique and service« 


S‘=E'=C=‘R“E‘’T 
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OFFICE OF CENTRAL REFE.RENCE 

18 November 1957 


Project smEEN 


To stuc^ the feasibility and desirability of regrouping ?ri.thin OCR 
certain reference'=type functions now the responsibility of other 
Officesj specifically to deterrfiine ifs 

(1) The Map Libraryj, ORR® should be transferred to OCRo 

(2) The Foreign Document Divisiowj, OOg should be trans-^ 
ferred to OCRo 

(3) The Office of Training Librazy should be transfei'red 
"to OCHo 

(U) The Historical Intelligence Collection should be 
transferred to OCRo 

(5) Such transfers are essential to preserve the ’’central 
reference” concepto 

(6) Timing of transfer is an important elementg assuming 
transfero 


S ’=‘E‘=C ®^R*=*E‘=^T 
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OFFICE OF CENTRAL REFERENCE 

18 November 1957 


Project SEVENTEEN 

To stu^ what changes in the orgaixlzation and staffing pattern of 
OCR are necessajyj specifically to deterr(d.ne ifs 


Mote >=’ Specific problems id.ll depend on the findings 
of and the actions taken pursuant to the earlier 
studies® This project is therefore placed in deferred 
status® 


S-S'-C-R-E=T 
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Project 

Number 


1 

2 

3 

h 

3 

6 

7 

8 

9 

10 

11 

12 



S-E -C -R-E-T 


CEJIRal intelligence agency 

OFFICE OF CENTRAL REFERENCE 


ROSTER OF TAS K TEA14 CI-jAIRl']EI\r 


Short Title 


Task Team Chairmen 


Intellofax 
Machine Use 
Coding 
Selection 
Acq - Ops 
Fiscal Policy 
Publication Procurement Ted Nordbeck 

Circulation Jaraes Chandler 

r 

Catalog 
Reference 
Info-center 
Minicard 


Walter Hoberg 


13 
l)t 

13 
16 
17 

^ordinator 


Reports 
Train! ng 

Custoaier Relaraons 
Correlative Functions 
Organization 


William Tidwell 
(Deferred) 


JB - OCR - 3 Deceraber 1937 


S-E-C-R-E-T 




3 December 19<^j 


Telephone 

Ext. 


25X1 


25X1 


25X1 
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SECRET 


CENTRAL INTELLIGENCE AGENCY 
OFFICE OP CENTRAL REFERENCE 


CIRCULATION 


TASK TEAM REPORT NO. 




22 April 1958 


MEMORANDUM FOR; Assistant Director, Central Reference 
SUBJECT: Final Report, on Circulation, Task Team No. 8 

1 . MemDex'sliip 

The Task Team Mem’bership consisted of: 

Fundamental Science Division, OSI 
I I Management Staff 

James G. Chandl er. CIA library, OCR 

Dociment Division, OCR 
Records Integration, FI 

2. Method of Task Team Operation 

a. The members of Task Team No. 8 met initially on 

12 December 1957" At that time all members were 
given a detailed briefing by the chairman on the 
general backgr'cund leading toward the creation of 
the various Task Teams and the specific tasks that 
were the responsibili ties of Ta sk Team No. 8 . At 
a subsequent meeting, | ^ discussed with Task 

Team members the historical background of the CIA 
Library's mission, functions, and operations and 
the status of present day operations. 

b. The Report of the Library Consultants, the rejoinder 
by the CIA Librarian, various files of the Circula- 
tion Branch, and otb.er related papers were made available 
to the merahers for study. The various elements of the 
Circulati'On Branch were studied in detail in perms of: 


SECRET 
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1} Actual operating procedurei^. 

Forms in use 

3 * Flies or records mintained 

4} V/orking tooJ.s and office ecadpment available 

5 j Staffing pa I tern 

6j The existence; if any, of duplication of effort 
7) The possibility for conbiriii ng functions or operations 


Task Teim raembers were assigned spectiis areas for detailed 
study: availability of materials to Le circulated, production 

standards j s:-LGiX>lifi cation of arliainistro/bi.ve statistics > 
consoliclrblon of loan a-nd pm'-cha^se forms ^ a.nd ciiarting of 
prccedm-'es. 


d. During bhe sirvey^, meetings were lielc 

a week; usuaj..ly lasting about hours • 

e . There were many by-products of the survey . 
procedural charts (Appendijc G) prepared 


bhe average once 


The detailed 


and used extensively as background during the survey \r±ll 
provide a useful management taol. The close examination 
of activities of ea.ch unit made it possible to turn over 
to the Chief of the Circiaation Branch specific suggestions 
for use of a new type of admiriistrabive reporting, which 
should result in a saving of supervisory time. A combined 
loan and pui"chase request foimi \^s developed, approved £'.nd 
ordered; \rLth consideration being gi-''-en to the follo-ung; 

1) the immediate need to revise one of the sezisting forms; 

2) the availability of earlier tJrliiicing on similar though 
unsuccessful proposals; 3) the previous experience of 

^in setting up new mebhods of processing pur-cimise 




25X1 


25X1 


\-) the desire of the Task Team that the feasibility 


orders; and 

of a corabined form be given one final trial before being 
abandoned. Several of the l^ack Team's suggestions for _ 
simplification of work methods vrere put into effect while 
the survey ssill under way . 

] . Recommendations 

^hs.t the oi-ganlzation of Cirevdati on branch be simplified 
and thab certain^jobs be upg-vuled. (p. and 

Appendixes B Dj . 

^ . That no nui Joj; fmictions be traiiy error], to or from 
Cii'cu.la.l.j.o':! Branch., (p- TTTS/'-''"^’ 


c. Tlurl: Gainir».Istrat-lve statistics he ftlraplified. (p. TTR,/8-9,10) • 


SECRET 
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SECRET 


TTR/8-3 


d. That circrilation procedures he simplified, (pp. TTR/S-IO,!! 
Appendi:ces F and Bl) . 


e. Tliat loan periods he more realistic, (pp. TTR/8-10,11,1 ^j 15 
and Appendix H.4.a.) 


f . Tliat appropriate steps he talcen to reduce the delay in 

availability of intelligence information reports, (pp. TTR/o- 

15,lo)- 


g. Thiat all documents hearing an lAC control nuiaher he covered ^ 
hy a source card^ even if the repoi't was never formally lo^uca. 
(p. ttr/ 8 - 16 ). 


{ 


h. That card catalogs contain only cards for hooks which are 
available to the users of the catalogs, (p- TTR/tS-loJ. 


Tliat Node:c documents be available on aperture cards 
(p. TTR/8-13). 


That searching tools be made more complete and easier to use. 
(pp. TTR/9-12,13A^)- 


k. 


That wide discretion be assigned to Chief, Circulation Branch 
to purchase or reproduce material-s -.niexi ' 
best method of servicing a request, (pp- TrR/8-15AT; • 


25X1 


1 That custody of and accountability for inaterials P'^’chaseu 

with other than CIA Library fmds be tne esponsrh...;.. ox ...c 
purchasing offices. (pP- TEl/8-12, 13,xL ana Appena.x .1-. -a. ) ■ 


d.. CILLIDIEP. 


Chairmeui Taslc Teca.i No. o 


25X1 


e^rt of Task Te.'Uii on Circulation 
'pendixes A tiu'ough I 


SECRET 
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Qk.{' 


:RbT 


TTR/8-i|- 


REPORT OF TASK TEAM ON CIRCULATION 


PROBLEM 

The problem assigned to Task Teann No. 8 v/as to study work load, 
production, and service rendered by the Circulation Branch, with specific 
reference to the Findings Requiring Action listed by the Library 
Consultants : 


a. The Branch is overorganized and overstaffed. 

b . Circulation Branch duplicates acquisition vrork and reference 
work which should be assigned to their proper units. 

c. Production is low throughout the Branch. 

d. Service is very slow. 


All of the above considerations center around the need of ’the 
Circulation Branch for good management and efficient operations. The 

tfe Bre-nol. ±s to supply effective library circulation, which 
c^be defined as prompt availability, in usable fora, of specifically 
?S-iSfSd documentary materials. It should go without saying that 
su^edl^mJ^^t in many intelligence activities and that POor library 
service vrill frequently force intelligence components to use partial 
information or to resort to informal means of re-crie,ral. 


TOPIC #1 


"The Branch is Overorganized and Oversnafied 


CONCLUSIONS 

^ h overorganized. Like functions are separated among 
The Branch IS ih^ctions are placed in a single mill, 

various units, and counterbalancing reasons for the present 

In most cases ther liability of qualified personnel, borne 

organization, in^iudi S '- ultimate goal 

realignment of ^ .^he units of the Services Section into 

f"nt'‘s:ctS?nr: Booh and Periodical Section. 

is the bP--;; - -oSSir “aLt ^ 

rafcSt^rLten^n- -U1 re— 


SECRET 
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TTR/8- 


FINDINGS Aim DISCUSSION 

The primai'y organization of the Circulation Branch is "by function, 
further subdivided by type of material (Appendix A). The Search Unit 
receives requests, identifies the materials requested, and routes the 
requests to the appropriate processing or servicing points. ^There 
three internal processing units, each for a different form of materia . 
lAC (hard copy), Copy (microf ilia) , and Book and Periodical. Over-the- 
counter requests are also accepted by these units. A fourth processing 
unit. Inter-library Loan, processes requests to and from other Ixbraries 
and agencies. An assistant to the Branch Chief, operating xuxder e 
informal title "Inter-Agency Service," obtains retention copies of ^ 
documents from the Department of State and the Department of Air 
Force; this function is closely comparable to the work of nhe Inter- 
library Loan Unit. 

The Library Consultants looked forward to the day v/hen the Circ^auion 
branch cQu] d be concerned only vfith routine circulation functions. The 

Ss as an ILtlmt. goal, but feels that the searehing ^ 
TasJc ream accepu remain as a major part of 

^S^^rircul^tLn urrc^srSitirtools are available for more readily ident- 
ifvinr and locating requested materials . Since itiany Oi the seai clung 
ifying and ^ developed by or with the help of trained 

tools ^ will 0 should Lvote a sizable part of its manpower 

searcners, the Search U 3 Unit should be strengthened, 

to putt ng It should have section status, the 

at least for senarate level should be abandoned, and nhe name 

Control Section as a sepai Peels tiiat there 

point of contact „lth rcguoatcrs a t,PC of coimsallng 
that cannot be considered routinely clerical. 

n * "hr^ niOl'0 Sju’if'OC'tiVO if UllitS W6i© 3r0Q.J-i£110d. 

The S‘^^^j;2i/fo^^seriice and records were decentralized (Appendixes 
and responsibility iinits should be combined into one uinit, a 

B & D). The lAC and ^^lons are esacntlaily the aame: provldihfi 

Document Unit, ^ , aoj,„ments in the Library collection. The 

loan or retention Branch Chief in obtaining retention copies 

work of the ^ Force shoiad be transferred to the Inter- 

of documents .(-he Soui’ce card file with its maintenance 

library Loan Unit • ^ ^ -the Copy Unit to the Request Section 

personnel ) since this file is used chiefly to talce the 

)£rt“tep in alucrlna regueats. 

.t a later “trihitfoS! faHhe 

realignment, libraries, should be divided into two section, 

supervision oi tne 


, r***^ 

I 
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one to handle books and periodicals and the other to handle documents. 

Each of these neif sections v/ould be responsible for stack maintenance; 
loan service; and inter-library loans. (Appendixes E) 

Ct 

Decentralization of responsibility for providing service^ keeping 
records; following up; recalling; and answering inquiries on service 
should be more complete; During the course of this survey; the filing 
of definite loan records has been decentralized; and several other steps 
in this direction are included in the procedural recommendations in 
Appendix H. 

The Branch Libraries Section was not examined in detail by the Task 
Team; since the Library Consultants had left it relatively clear of 
criticism; and a quick review did not reveal any circulation activity 
within the branch libi^aries vdiich called for attention. Procedures of the 
Training Branch Libreiry and within OTR should be reviewed when it has^ 
been determined how responsibility will be siiared for custody of published 
materials for training pxirposes. 

Under present workload and methods of operation there is not 
excess mannower . Both of these variables are undergoing so may changes 
that it is^not possible at the present time to predict accurately what 
size staff wili*be needed to assure good service. The variable of 
workload is determined by factors outside the control of the Branch. 

It appears to be rising, but even this cannot be _ said certain^ ^unti^ 

the wide fluctuations of the past few months oegin no level ofi . The 
variable of efficiency calls for full utilization of available manpower 
and the elimination of mmecessary tasks. Work norms sJ.oiUa be studied 
in the Ught of the nroduction statistics being initiated for ofxice-wide 
administrative reporting. Such review plus consideraoion of the drains 
of productivity discussed under Topic B and Topic will oe requirea 

before the optimuii size of the Branch can be determined. 

recommendation 

That the prouosed Table of Organization of the Circulation Branch 
(Appendix D), prokding for the merging of certain functions ana .or 
selective grade increases, be irapiemenbed. 






Sanitized Copy Approved for Release 2009/11/23 : CIA-RDP82T00271R0001 00120005-5 




3ECRET 


T 0 P I C ,;!2 

Cl rcuLdbxon Branch duplicates acquisition vrork and 
). eierencfc vrork vdiich should oe assigned to their 
proper units." 


CONCLUSIONS 

There are only limited areas of duplication oi effort. Functions 
that ax'e assigned, to t.he vn-ong branch are minor ones and of little 
significance in the over -all operation of the Circulation Branch. 


FINDINGS and DISCUSSION 

The Library Consul. tants recommended tliat the reference functions 
of the Search Unit be transferred to the Reference Branch. Actually , 
the work of ready reference nature in the Search Unit is quite different 
from that done in the Reference Branch, and vrould detract from the 
more substantive type of work dene by the reference librarians. 

The proposal by the Library Consultants tliat the Search Unit be 
transferred to Acquisitions Branch ovei’siTiiplifies the problem. If 
searching were necessai'y only for items to be purchased, then it would 
be most efficient to assign it to Acquisitions. In fact, the searching 
of serial titles for pixrchase lias been identified as such an area, and 
was transferred to the Acquisitions Branch during the course of this 
survey. But many requests can be satisfied by pi-irchase, by copying, 
by loan from the stacks, or by borrowing the item from another library. 

The most efficient place to maJee this choice is in the Circulation 
Branch v/here the request is first received by the Library'. 25X1 

I'/liile it vxould be better organizationally to ti’ansfer the holdings 
of foreign language materials from the Acquisitions Branch to the main 
collection, the limitations of space dictate that they, together with 
FDD, remain I I And since librarians with language 

competence are already in the Acquisitions Branch ] it is 

logical bo give them custody of this portion of the collection. 25X1 

In the sharing of inf<jr,raation among the branches, sharp lines of 
demarcation are not as important as close cooperation. Ideally all 
bibliographic tools wouJ.d be equally access;Lble to Acquisitions, 

Reference, and Circula.x.ion. The pm- chase order recox-ds of the 
Acquisitions Branch supplement the aocational inf o.niiation available 
in the card catalog and In charge records. A working compromise is 
tixe dependence of the Circulation Branch on the Acquisitions Branch for 


C’~:pppT 
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information to sxipiJlement pablished bibliographies and other readily 
available searching tools . Recommendations along these lines are 
included under Topic . 


i; 


RECOMMEJIDATION 


Tiiat no major function be transferred to or from Circulation 
Branch . 


TOPIC #3 

"Pi’oduction is low throughout the Branch 


CONCLUSIONS 


The Consultants' Report called attention to the low output in 

can Ps rained and to loo. for of raisang 






it. 


FINDINGS AND DISCUSSION 


^ can be examined from two points of view: 

f °L£vSSli and output of a group. The output of a given 
output per -la-r/Tpl-- unon his competence and his incentive, 

individml depends ^rg P^^ „j,3„ 

“heS Sch as organisation, staffing, eluipnent, space, etc. 


Individtal Efficiency 


<■ i o; a ina ior factor influencing output 

professional coapeten e IS a .najor^^^^ OS-5, especially In the 

per indlvidnal. “^.!SbrLj Loan Unit, are trj-ing to do tlie 

Search Unit and b aithonRh they lack professional training 

worh of j.u:ior In the Circulation Branch, 37 

or backgromid. Th'-- “ ^ employees have not reriained on 

percent in 1957, .““a i^“'e‘“p"etence Un-ongh experience. An upoard 

the job long enough especially at the jmiior professional 

adjustment S^ade oLiucUu diff icalties . (See Topic and Appendix 

level, would help od>.. - 




:• l)]r- 




'M 


Sanitized Copy Approved for Release 2009/11/23 : CIA-RDP82T00271R0001 00120005-5 


Sanitized Copy Approved for Release 2009/11/23 : CIA-RDP82T00271R0001 00120005-5 



R 


ET 


TTR/8-9 


In addition it wouid make it possible for the Branch to attract new 
people with greater initial professional competence. Adjustment in 
grade structui'e is not enough^ hov/eveX;, and should be accompanied by 
other measui'es designed to give employees a better understanding of 
work standards and. a feeling of assurance that the job they are doing 
is v/orchwhile and is cippreeiated. Procedural changes^ such as those 
recommended in thirs report; which add to the general efficiency of the 
opexation v/ill contribute to the output per individual simply by help- 
ing to create a more stable environment . 


For the most part; the Branch operates without precise wox’k 
standards and with loosely defined work methods . Until more formal 
control of production has been tried; it is not possible to say 
whether individual productivity can be increased. In connection wdth 
the reporting of production und.er the statistical reporting system 
p-roposed by Task Team No, 13; supervisory personnel should devote more 
time to explaining individual job standards and work methods; not only 
because of the direct benefit to production but also because of the 
good effect of morale. Tours of various reference facilities in the 
Agency and. elsevdiere vrould increase the effectiveness of searchers 
and librarians. One such toLu: has already talcen place and more are 
beinp: planned. Understanding can also be increased through such 
means as lias been provided by the AKIP Standing Group on lAC Inter- 
Library Service Relationships. 


Group Efficiency 

The o-rer-all efficiency of the Branch suffers from man, small 
but quite unnecessary drains on its manpower. Many statisties compiled 
Trton-t-hiv \rouid be just as useful if prepared on a spot cimck bas-S. 
Some“har?e records are kept apart from the main files in the ser-rlee 
mits requlrins .searching in two or more places for similar rnfoimation. 
iSe lacrof precise stantords of seryloe results in occasional wide 
me ia.cj£ o JJ ^ , n aioality of service, and since the worst 

fluctuaLions rLemhered, the Library's reputation suffers 

examples are c. ^ de-n-ee All personnel and their supj^ervisors 

to ‘‘,,"=I>‘'"P°”„“'“‘triSria'for rJerrlhs difficult requeCts to 
shou_d rcti letting requests go unanswered for an un- 

or run the risk of giving ser-,lce tMt is less than 

couJ.d he supplied. 


Statistics 


for controlling Branch 


lv"''"htprGvld"Sr!'orWns them into the frajiiework of 
"oS"o.peratin^; Reporting Pt'ogrsm" proptdsed hy Task Team Ro. 13- 


the 

Under 


c?::cRfT 


i 



Sanitized Copy Approved for Release 2009/11/23 : CIA-RDP82T00271R0001 00120005-5 





Sanitized Copy Approved for Release 2009/11/23 : CIA-RDP82T00271R0001 00120005-5 



TTlV8-iO 


this system reports vill be submitted weekly within the Branch at unit 
and section level. They will be tabulated monthly (on a ^ and 5 week 
basis) at the brai)/ h level. The use of tv/o 4 - week and one ^ - wee 
reporting period will eliminate reporting of partial weeks ana vn.ll 
total out to 13 weeks for the q^uarter. Vlnerever possible, the repor mg 
terminology should be common among the units and^ sections to simpliiy 
the preparation of consolidated reports at high le/elo. 

Statistical data may be required for purposes other than 
ine branch production, for exainple to support budget 

office-by-office brealvdovm of loan traffic, or to show length ol txme 
in inwerin^f rea^iests • Adequate statistics of this nature can be 
Sar^ogetSerra ipot check »he„ needed, or If required on a re^r 
tea™ ^fne obtained by a sarnple period of perhaps one week quarterly 

or seiaiannually . 

Cliarge Records 

Duplicate filing, retyping, and searching in 
have beL common practice in the charg foa^Jiles were 

Ssro'inued and ??"iec,o?d: arranged by borrower were raaintained only 
for individuals and not for of i ices. 

Phe tern "indefinite l-;^.^“!»-piirSd“are1rTqufntly 
this category were purchased v ' i^a;-:vely for their use. In some 

considered by th'ir noiae^ to oe^ea^ requester, and 

cases “the Librai y c the Library lias accepced wibhoub 

has been summarily re-u-oe . initial declsioi. and vri.thout 

talcing afSressive actxon not appear in the catalog, 

talcing steps to see on indefinite loan are no longer 

On the other ^''L^should^be retua-ned to the main collection or 

needed by the no3.dei TO-oredures there is no vray to discover 

disposed of. Uncler request for it. or the holder happens to 

such an item unless t.ieie (see Appeuclii-: H. h. a.) 

return it In the course ol housecieauin^ . 


Non-Library component: 


with a bona fld« 


indefinite need should be 

.nfe' deeded materials. Such materials should be 
given full cusoody of ^ . custody aiad accountability snould be 

purchased witH office ^ ^^^ 3 . Library use of such materials 

L-Uhd over to the all purchase orders are seen 

vrould occui’ jn thus alerted to the value of titles that 

by the Selection Oil attention. Second, if a request for an 

might other-uise fiie shelves, by inter-library a.oan or 

item caiiiDt oe It, if it is aujndiere m ohe Agency, 


r-;, r I'" 
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tlirovijxli ■<;-he pm'chase ordei’ records in the Acquisitions Branch. 

Items held By the CIA Library and needed by a borrower for ^ 
extended period should be j.'.)S.ned to him for an extended but non in 
de^^i’-'itp oeriod. A lori^ term loan period of perhaps fo\nr months 
renevrable'by signing a rec-val form provided, by the Library, wo^d 
provide "indefinite" availability with minimum _ inconvenience, and 
at the s.aiiie time vo'old keep useless or misleading re coi ^ charge 

charge file and would eliminate the present need to lOok in two charge 

files . 

The Book and Periodical Unit keeps 'two cliarge 

sr-s s i-iTi-T.- 

materials, hut in itic caoe oi an indication of the 

strictly speaking a charge indefinite loan category 

loaction where the ® ex-olored of adding this infor- 

is cSd^and the main author eutry in the central 

mation to the shelf list ^ a direct or indirect 

SSfon p™ivfty are dealt with in Topic #4 and in Appendices 
F and H. 


Space 

Space is far from jQ^‘^po™ions°o/ the collection, such 

collection is ba^y and scientific materials, are housed 

as foreign langua^ ^ Customers vrho are close to one 

apart from the mam other parts. Searching is haanpered 

of the collection identification are scattered in manjr 

rooms and several buildings. 

m.i'V stack space is dealt with by Task Teain No.b, 
The inmediate ^ ^ considered by the Management Staff . 

and stop ef ,?";;rS",Ve"Lpected to remain, however, 'at least uiatxl 

space building, 

the move to mi- ui" 


recommendations 


be simplified^ specifically. 


. . c;tatistics be simpimeu., 

1. That ^ obtained by spot checks rather 

ttot data an reguent.nt; nlJ-xna. 
than by daily taili---'- 
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2. That, charge records "be made more realistic; specifically that 
the indefinite loan file be eliminated and that a long term loan 
category be established. 


TOPIC #4 
"Service is very slow." 


COHCLUSIONS 

Most types of circulation service are reasonably prompt. However, 
in a few areas it is intolerably slow. Steps should, be taken to improve 
searching tools and to assui'e that the Library's holdings are more 
nearly complete. 

FINDINGS AND DISCUSSION 

Requests for Materials in Stacks or in Files_^ 

A detailed procedural analysis Mas made of the entire circulation 
process within the CIA Library. (Appendix G) For the most part, this 
analysis together \d.th discussions with members of the Circulabion 
"Branch staff and representative requesters, indicate that requests for 
fully identified books, periodicals, and documents in the stacks, 
documents in the film file are promptly satisfied. Circulation Branch 
action on "rush" requests is normally completed within 2 ho^s, including 
searching and photo- copying as required. A J^^^Ber of procedural weak- 
nessL and inconsistencies have been identified (Appendix H), these 
htTLt seriously affected the servicing of individual requests, buo 
IS.;: ZlrlTtirfror. the overall effectiveness of the Branch. 

Unfortunately inany items are not in the collection (discussed 
on up TTR/8-15r and many others are difficult to identify. Ideati- 
on pp. li / y _ documents, including large groups of those in 
xicuoxoii comple-be miless it includes the control 

indicator. For exaanple, mny thousands of Depart- 
number and a available only on microfilm reels with 

nient of and in some cases "va-bii no direct means of deter- 

no internal incle. . o cjlmilnrlv, tens of thousands of older documents 

the -“i^rSnter: Sinee-'u.ay ean be retrieved only by a "Job 
are the carton in which they are stored. In most 

Number which search is necessary to locate them, and frequently 

cases a 2- -^7;!. lu records which are organised by an arbitrary 

searching musb Lalct. oiacc 
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s/Gtem, such as Gtorase bo;-: rimiiber or date of storing. In most ^ses 
annotations on som-ce cords would lead directly to the proper lire 
and hence vrould oxjeed \xv service. 


The collectiot; of "Hodex- mterial, Gro'.ring at 
aTjTjroxiniateiy ^/JOO items per month, is /ery i' ^ savings 

Thi tlodex category ..-a3 odtabilshed for 

result from the eliiniimtlon of coding. An \ usually 

nreuared, saving some typing time, and ohc liJ-tning 

kte/ a year or more, on reels on the 

S SpS? :i r:s^hS\r 

?I2Ta^.°L!^!-ursiSnfy filling and uould guarantee an intact 
file . 




Some materials For exS^ple, an Lcellent collection of 

•unavailable for circulation. ® -^ed. by TSS a short distance 

several hundred technical catalog of the CIA 

from Washington. These booko outside TSS. The 

Library, but are not because the catalog card will carry 

situation is even more co -^o ^ cataloged was the 

the code vrord QJ'IHAT if th y gn^ested "QjSlHAT" books and had been 
TSS copy. A requester L'hed uoul,! be 

refused might conclude that continue to advertise 

Svever this le h»t so,_ copy, regardless of the number of 

only the unavaiidbi — j ^ , ...i _ ciA LihT’ary or elsewaere la the 

jSproied if the catalog ^‘"''^^^'hg^eeialised cataloging needs ot other 
availcble for J taken' care of by a procedure that mil n 

SS^tie LeWess of the imin catalog. 


30 

necessity to search in maii^ 

DeDay frequently received and where they are stored, 

to detei-mine what serials are rece _ , h,, +.hfi 

places to d ^ogcoi 


places to at..-! - Je^'jiecOTded in the Document Division, ixi the 

Srsf/iro^^ 

,.uiit responsible_fox^i^^^o 
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PoC/j' C opj , 

Circiil.ntion service suffers, both in teri^ 
quality, vrhen it is dependent on poor ^ copying of very 

blanJc micronixa f rones, serious msfocus, or any use 

-^aint or bliured text, the it would 

of the orints supplie d or even to read t eliminated 

bo overt idealistic co say that f "y;%lTo a rolhi™. 

entirely, certain steps should be ‘ oocaslotially been lost 

lo-e of these suggestions is new, but they na/e 

■ight of in the rush of everyday business . 


lU l.iiC j, utkjii '-/a- o V 

1 . Use the best copy when^tL original 

:opies have been used for reproduced on paper vrith 

riSbon copy should pL. for 00-B reports), 

rood contrast (e.g., white paper 

• • nn filrnability should rest with qualified 

2. Decision on fiiniaoiii j 

technicians . 

3. p„c>.e„ts difiiciat to fibs should be handled separat 

from run-of-the-mill documents. 

4. Quality control should be assured by more critica s 
checlcins* 


3^ytsX2£jSS2EHi5-2Sl-5 

Much dissatisfaction t^ieh'^axe already ou‘^on loan_^^d 

,„vielng y,eK of =1=“=^ Sf SSs^Lrotiigatiohs' of 

li,brary borrowers . 


uite loan i, the present ' "-Xs^'and -en year. 

Library ' pp^ctive Libi'ary' oonbiol ft receiving service 

been iu^ricuers ha-ve yt"«rllce can be 

“ 'S recS-lnS h ostisfactoW ^bonicd help greatly, 

•nd The OCR liandboolc, 1^.^ ^^hher to reforn material 

iXpecteu. T oblicataon oL by -neriod. Di.iring the survey, 

ry -nointing out - extension of the lo - s. ^ .^ng two phone reca-Lls 
-• "" """latirivanch instituted a poi aggressive 

^ 




'•■*DCT 
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action vith the borrower's supervisor. This should he permanent policy 
for all units of branch libraries which make loans vrithin CIA. 


Requests for Ma.terials not in Collection 

The loaning of material to a requester cannot occur imtil the 
materJ.ol is available . Some items not in the collection can be obtained 
promptly, such as those urgently requested from the Librai-y of^ Congress - 
provided of course they can be located at LC - or items availaole for r 
cash purchase. Many others can be obtained by routine pi^chase, internal 
loan, or inter-library loan (discussed below, p. TTR/o- l6,17) ■ But 
freauently, expecially in the case of documents, adequate service can 
be provided only if the item is in the collection at the time of tie 
request, and is in usable condition. During a one wee: te.t, 11 percent 
of all requests were delayed because materials were not in the co_lectio . 

A /reneral defect in the document collection is the delay in receipt 

of a-oerture cards. Study of a random sample of 239 between 

-pvom m to 17 January 1958 showed an average of 10 days between 

t f i- SSed in tte Document Drrieion and the aperture 

cSa “ r^oSv" in iSe cSJSitlon Branch. For technical reasons some 

documents are processed on "I'oiTrew days to more than a 

The normal delay ox uneot, re.-_ n-i,.;- interim, requests 

iatch is belno tllmed, a third step is involved. 

col -hi/ Tn.c'k Team No. 3 tliat one hard copy 5f eacn dociment 
The propoo^ • Circulation Branch would be a good solution, 

be senu immediately ' - report could be made available from one 

One copy of each CL\ ^ j documents from CI/v and State 

quantities current^;^xece. ecu 

not available in oulxi ^ present more serious problems as on-y 

Defense Department t requests to increase the number have 

4 - 7 eopias arc “-’^'oSlon noiaa he to retain for appro.vl. 

been turned ^slng copies uhieh are now destroyed vilen 

rnately two weeks the pioccoo.LUL 

SSinK and coding are completed. 


eac 


'•'■^^''ro"n""ueS^fo? state enclosures during blareh 1958, and 
there icere still 2*0 -^y 8 April 1958- ^ more forcexul 

only 2 of these agencies for tiie automatic for^rarding 

approach should 
of enciosiii'es to ClA. 
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Eqrially annoying and less easy to explain are the delays and 
occasional gaps in CIA report series. Regular series arrive, in apertnre 
card form, in about 10 days after issuance. Circulation service in the 
inter isi can "be provided only by such roundabout means as searching^ 
docvunents in process, borrowing the file copy from the issuing office, 
or tracking do™ a dissemination copy by going to likely recipients and 
asking if they happen to have one. Vfhen the chief value of a CIA 
report lies in its attachment, it is customary for the covering report 
to say that the "attachment" is on file in the CIA Library, even though 
the "attachment" is routed to other offices before the CIA Library can 
establish control over it. 

Generally speaking, single copy items should be fi^ed. If tMs 
is impossible or impracticable, then the original should go ^ 

Document Division to the Circvaation Branch before bexng routed anyv 

else . 

As an example of permanent gaps, certain 00 Reports have been 
assiened seven digit lAC control numbers, but have never received full ^ 

® v-ither bv word of mouth reference or by transposition 

ofliSS i^a repSt ambS the Circulation Branch receives requests 

-a^IAC ~ 

in the Industrial ^ survey it is not possible 

lma.m to Sat of rat?la-mbillty of FBIS aards is the ahusa 

Ir tte r^sStl? SS attenslva fllldE of theaa csurde by aaeearohars, 

Tn-t-.fir- library Loans 

1 -hnrrowinr from other iibreiries cannot be considered 
The speed ol borro\rino ^ „tellip-ence agency. Shortly after the 

acceptable ^'"their report, a review of 823 requests for loans 

Consultants submitted Iheii average processing time ivithin the 

from other libraries ^ tliat the average processing time 

CIA Librai’y was ii--^ 6 days (Appendix l) . Some requests have 

in the other vAov’or mLe without effective follow-up. Some_ 

gone unsatisfied ■ or a _ achieved in redxicing the internal processing 
improvement has reconanendations in Appendix H should also help, 

time, and the oP processing time in the loaning library 

but a significant iuducU on o 1 p^^-tp^ns among libraries. Speciiically, 

vnTi result only from closox xroinixg 
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it is essential that a knowledgeable representative of the CIA Library 
pay fre»:iuent visits to each of the major libraries holding materials 
that CIA needs but does not iiave. 


The proposals undex' Topic //^l for the assignment of trained 
librarians to the Inter-library Loan Unit should lead to several 
indirect savings of time . For exajajjle, the Search Unit would no 
longer feel obligated to delay a request until tliree likely sources 
had been listed; in na,ny cases one or tvra obvious sources could be 
listed at once and the request could then be sent to the Inter-library 
Loan Unit for processing . If the initial suggestions of the Search 
Unit failed to provide the requested material^ the Inter-library Loan 
Unit could be expected to show greater initiative in trying obher sources 
without the delay of sending the request back to the Search Unit or the 
totally unsatisfactory alternative of simply giving the requester a 
negative reply. The Inter-library Loan Unit could also be expected^ 
to play a more active role in deciding that borrowing will not provide 
adequate service and therefore that requested material should be 
purchased. 

RECOMMENDATIONS 


1. That circulation procedures he simplified (TTR/8- Appendix H) . 

2 That loan periods he more realistic; specifically, that a loan 
period of four months he used when appropriate, and that all ^terials 
S loan he either returned or renewed before the expiration oi the loan 

period. 

^ That appropriate steps he taken to reduce the delay in avail- 

.fintellirence information reports; specifically, that processing 
^ i rL ™ Siw “pies tse Sieatly raduasd, and that action he taltan 
r! Sdh “vei t^sstla receipt of certain rhtterlals tMt fall to 
reach CIA on regular dissemination. 

k That all documents hearing an lAC control number he covered by 
ri pvpn if “the report was never formally issued;, if the 

special liandllne, the eoui-ce c^d should he annotated to 
Sot hod Lthorlsed requesterscan hate aocess to it. 

c That card catalogs contain only sdrds.forboojts which we 

^ ’ users of the catalogs; specii ically, that titles 

available within TSS, OTR, and the office of the Dpi not 

a/ai. a ^ used by general Library users. 

Q^ppear in cabalog^j uoc j b 


6 . 


Tliat all Nodex dociunents he avai-Lahle on aperture cards. 
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7 • That searching tools he made more complete and easier to use; 
specifically, that an official record he established for each serial 
title, and that vhenever feasible source cards he annotated to show 
location of documents . 

8. That wide discretion he assigned to Chief, Circulation Branch 
to purchase or reproduce materials when this appears the best method 
of servicing a request. 

9* That custody of and accountability for materials purchased 
with other than CIA Library funds be the responsibility of the purchasing 
offices . 



”r 
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List of Appendixes to Report of Task Team No. 8 



A. Organization of Circulation Branch, CIA Library as of Ma^ 1957* 

B. Organization of Circulation Branch, CIA Library -- Interim Proposal. 

C. Organization of Circulation Branch, CIA Library - Long Range 

Proposal . 

D. Memorandum: Table of Organization for Circulation Branch. 



E. Memorandum: Topic 1; Assertion by the Library Consviltants that the 
Cir dilation Branch is Over organ! zed. 


F. Responsibility for Processing Inter-Agency Requests for Retention 
Copies of Specific Publications. 



G. 


Circulation Branch, CIA Library. Procedwes for Processing Loan 
Requests, as of March 1958- 


H. Circulation Branch, CIA Library. Recommended Procedural Changes. 


I. 


Loans to CIA from other Libraries: Average Processing Time in 
Calendar Days . 
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CIRCULATION BRAITCH CIA LIBRARY 


Abolished positions in brackets/ 
New positions underlined 


Grade 


Title 

Slot No. 

Authorized 

Proposed 

Branch Chief 

14-21 

13 

13/i4 

(Librarian) 




/info Control Officer/ 

lOltl 

11 

11 

librarian/ 

429 

T 

7 

/Library Assistant/ 

910 

5 

5 

Secretary, Typing 

422 

5 

5/6 


REQUEST SECTION 

Li’brarian 

/control Section/ 

950 

11 

11/12 

Li’brarian 

(Document) 

83 

9 

9/11 

Librarian 
(Book & Per.) 

83.01 

9 

9/11 

Li’brarian 

687 

7 

7/9 

Librarian 

687-01 

7 

7/9 

Librarian 

719 

5 

5/7 

Librarian 

719:01 

5 

5/7 

5/7 

Librarian 

719.02 

5 

Librarian 

719-03 

5 

5/7 

Librarian 

719-04 

SECRET 

5 

5/7 
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Grade 


Title 

Slot No. 

Authorized 

Proposed 

Source Card Unit 




Library Assistant 

679.01 

5 

5/6 

Library Assistant 

kko 

4 

V5 

Library Assistant 

440.01 

4 

4/5 

CimRGE SECTION /Services 

Section/ 



Librarian 

82 

12 

12/13 

Librarian 

428 

9 

9/11 

Clerk 

708 

4 

4/5 

Inter-library Loan Unit 



Librarian 

670 

7 

7/11 

Librarian 
(lAC Desk) 

671 

5 

5/9 

Librarian 
(Non-IAC Desk) 

671.03 

5 

5/9 

Librarian 
(At LC) 

919 

5 

5/7 

Library Assistant 

671.01 

5 

5 

Library Assistant 

671.02 

5 

5 

Book and Periodical Unit 



Librarian 

898 

7 

7 

Library Assistant. 

899 

5 

5/6 


SECRET 
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Title 


Slot No. 


Grade 

Authorized Proposed 


Book and Periodical Unit (continued) 


LiTsrary Assistant 
LiBrary Assistant 
Library Assistant 


kk6 

446.01 

446.02 


4 

4 

4 


4/5 

4/5 

4/5 


Document Unit 


Llhrarian 424.02 

Info Control Assistant 676 

Info Control Assistant 675 

Photostat Supervisor 912 


Photo Operator & Lib . Asst . 913 

Photo Operator & Lib. Asst. 913-01 

Photo Operator & Lib. Asst. 913-02 

Photo Operator & Lib. Asst. 913-03 

Photo Operator & Lib. Asst. 9l4 

Photo Operator & Lib. Asst. 914,01 


BRANCH LIBRARIES SECTION 


Librarian 

Librarian 

(Training) 

Librarian 

(Training) 


106 ii- 

1065 

424.01 


7 

5 

6 

5 

5 

5 

5 

4 

4 


12 

11 

9 


9 

7 

5/6 

6 

5 

5 

5 

5 

4/5 

4/5 


12 

11 

Q 


SECRET 
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A 


Grade 

Title Slot No. Authorized Proposed 

BRANCH LIBRARIES SECTION ( continued) 

Librarian 42^4-. 03 9 9 

(Training) 


Librarian 425.01 7 7 

(Training) 
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Organization of Circulation Branch, CIA Library as of May 19?7 
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25 February 1958 


MEMORANDUM FOR: CIA Librarian 


SUBJECT: 


Table of Organization for Circulation Branch 


C 4 .V, n- months and a half I have been serving as Acting 

Chxef of the Circulation Branch, and also as Chairman of Task Force Eight, 
dealing with the effectiveness of Circulation in the CIA Library. Con- 
c^rently I have, as Deputy CIA Librarian, been in a position to observe 
a 1 CIA Library operations and^ to a lesser degree, those of all OCR* 
t is my opinion that the general pattern of organization is sound, but 
that service suffers because of certain ineq.uities of grade and lack of 
clearly defined limits of responsibility in a £e\r areas. 


2 . Attached is a proposed Table of Organization for Circulation 
Branch. Although it calls for three less positions than the present 
T/O, I believe that the level of service would actually be improved. 

If m axi m um efficiency can be obtained in all operations, it might be 
possible to make still further reductions in the total strength, but 
this is not recommended since an increased workload is expected in some 
areas . 




3 • Two areas id.ll be significantly strengthened by the realignment 
of existing positions. The one (^28), Assistant to the Chief, Service 
Section, would draw together the expertise and action responsibility of 
the entire Branch in planning and utilizing equipment and systems for 
document storing and handling. He would also he available for similar 
work throi;ighout the CIA Library and would coordinate closely with Admin- 
istrative Staff, Management Staff, Office of Logistics, etc. The precise 
gi’ade level cannot be determined at this time. The other (424.02), Head 
of the Document Unit, would be responsible for achieving maximum coordina- 
tion among units whose task is growing in volume and complexity. 

4. Within the Request Section (formerly the Control Section) the 
supervisory relationship of the Section Chief to the Source Card Unit 
would be analogous to that of the Chief of the Catalog Section to the 
Catalog Maintenance Unit. 


SECRET 


/ 

\ ■' 

Sanitized Copy Approved for Release 2009/11/23 : CIA-RDP82TC0271R0CC10C12CC05-5 



Sanitized Copy Approved for Release 2009/11/23 : CIA-RDP82T00271R0001 00120005-5 

bbCRET 



TTR/8- Appendix D-2 


5- The Inter- library Loan Unit would absorb the liaison function 
presently attached to the Branch Chief . This should result in closer 
coordination betvreen procurement on loan and procurement for retention. 

The increased grades vrould provide for personnel qualified to deal 
directly with other agencies. 

6. This proposal will be considered by the Task Force on 
Circulation; and related proposals v/lll probably be contained in the 
Task Force report- In the meantime; it is requested that the pr^oposal 
receive tentative administrative endorsement so that imminent assign- 25X1 
ments may be acted upon in the light of the entire proposal. 


i/JAI/IES G. CMmLKK ' 
Acting Chief; 
Circulation Branch 



Attachment: Proposed T/O; Circulation Branch 
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1 April 1958 


MEMORANDUM FOR: Chairman, OCR Task Team No. 8 

SUBJECT: Topic // 1: Assertion "by the Library Consultants that 

the Circulation Branch is Overorganized 


1. The Consviltants vrere correct. At the time of their survey, 
there were 16 organizational units in the Circulation Branch. (See 
Appendix A . ) 

2. It is proposed that the Branch be reorganized into eight 
organizational units. (See Appendix C). 


3. The proposed realignment of fimctions is as follows: 
a. Search Section: 


(1) Retain and strengthen the functions of initial receipt, 
identification and routing of req.uests . 


(2) Retain the function of locating missing items but decentralize 
their procurement. 

(3) Create new and expand existing search and identification 
aids . 

(4) Add the source card file and its maintenance clerks (now 
in Copy Unit) . 

•b . Book and Periodical Section : 

(1) Combine in this section the functions of loaning books and 
periodicals from the OCR collections and of borrowing books 
and periodicals from other libraries (now done in the Book 
and Periodical Unit and the book group of the Inter-library 
Loan Unit ) . 


(2) Strengthen existing inter-library loan channels and develop 
new ones. 
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PocLunent Section : 

(1) uomoiiie ill this sectioa the f motions of supplying loan or 
retention cop.ies of docuraents from the OCR collections or by 
inter-library j.oan. This combines the irorh now done in the 
Copy Unit^ lAC Unit; the Inter-agency Services group; and 

the document part of the Inter-library Loan Unit • 

(2) Integrate the procurement of loan 0 .nd x*etention copies 
from other agencies and libraries. 


(3) Strengthen existing inter-library j.oan channels and 
develop new ones . 

d . Branch Libraries Section: 

(1) Bring this function; essentially mchanged; closer to the 
branch chief by eliminating a supervisory layer. (This has 
already taken place . ) 

(2) Place the small J Building Branch Library under the control 
of the Barton Branch Library- 

4. The major advantages of the proposed organization are: 


a. The chiefs of the two processing sections — Book and Periodical; 
Document -- v/ould have full responsibility for supplying items 
either from OCR collections or by inter-agency loan and must 
develop proficiency in both areas . This integration v/ould facilitate 
decisions for the extention of the OCR collections and the purchase 
of items for specific requests in the areas of poor inter-library 
loan service. 

b . By assigning more functions and responsibilities to the proposed 
section chiefs; their grades can be raised. This is essential to 
proper development of inter-library and inter-agency service. 

c. A supervisory layer is eliminated. 

d. There will be less intra-bpranch routing of requests with two 
processing units instead ol fisre. 


SECRET 
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e. As the knovled^e and working tools of the "branch are increased^ 
it wi3.1 be possible to transfer vrork areas from the Search Section 
to the two processing sections which should speed the handling of 
requests . This vrlll reverse the present tendency to reduce the 
vrork of the processing units to mechanical routine and centralize 
decision-making in the Search Unit. , 


Executive Assistant 
Management Staff 
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Reopour.roili'cy for Processing Inter-Agency 
Requests detention Copies of S^pjiific Publications 


Backgrovind 


When Liaison Division vas reorganized in November 195^; the 
responsibility for procureraent of Air Force and State Department intel- 
ligence publications ms transferred to the Librai-y . One GS-11 position 
ms also transferred. It vras agreed to transfer the responsibility for 
procurement of intelligence i)ubli cations from Arn.iy; Na'/yy and non-IAC 
agencies from Liaison Division to the Library as soon as the Library coi^d 
absorb the work load. This further transfer had not been effected pending 
clarification of need for and availability of personnel to do the job. 

The transferred GS-11 was placed in the Office of the Chief, Circulation 
Branch and was assigned one GS-7 one GS-5- The GS-7 position has 
never been filled. This group was placed physically v/ith the Inter- 
library Loan Unit and iias devoted the majority of its time to the routine 
•procurement of retention copies of documents from tne State Department, 

Air Force, and the Rand Corporation . As requested, the group has also 
procured and supplied additional retention copies of CIA finished intel- 
ligence to all lAC agencies (initial dissemination is the responsibility 
of Document Division) . The Inter-library Loan Unit manages all loap 
requests both to and from other libraries . The Chief of the Inter- 
library Loan Unit is a GS-7- Neither the "retention group nor the 
Inter-library Loan Unit spends much time developing, strengchenrng, and 
extendinr its channels. The basic responsibility of the Document Division 
is the receipt and initial dissemination of all intelligence puDlicatiuns 
received by CIA and all CI/i produced intelligence publications. It a„so 
effects any clianges in requirements for initial aissemination of inte_- 

ligence publications. 


The special Control Branch of Document Division is responsible for 
the supplemental distribution of top secret raaterxa.LS , National 
SLJL ana Hatio^l xatalligance at a.ao 


cnce 


Estimates _ _ 

and supplemental disbribution ^ 


.es initial 


CIA finished intelligence 


25X1 


Findings and Conclusions 


1 The distinction bst^reen requests for r'Otention copies and loan 
, ...p.; ond should be discontinued. Many oi the loan 

copies IS Inter-library Loan Unit are filled by retention 

requests receiR.v game channels are used to obtain 

prints from aperlrxe ancu . o* -- 
cither a loan or retention C'opy • 


Q'ccjy^z 
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2- There has been soiae atbeiapt, mostly by the "retention group," to 
malie another artificiaJ distinction -- between the service of supplying 
documents to an agency and procuring documents from the agency . The same 
work unit should do both. 

3 • The plan to transfer the document procurement function from 
Liaison Division to the Library was sound and the remainder of the plan 
should be executed. 

4. It ms a pr o tempore decision to attach the "retention grotip" to 
the Office of the Chief, Circulation Branch. The function belongs in the 
Inter-library Loan Unit. Most of the work is routine. 

5 . The Inter-library Loan Unit should take positive action to 
increase its effectiveness. Loan delays must be reduced. (Appendix l) 
Liaison activity with other agencies is essential to Identify and eliminate 
bottlenecks. This is the proper area of responsibility for a GS-11. 

6 . The supplemental distribution of top secret documents and 
National Intelligence as well as the Initial distribution can be handled rn 
the Special Control Branch, Document Division more economically than 
would be possible if the svipplemental distribution were assigned to the 

Library • 


C 

3 


f7< ■ 
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Cirx'Vdation Branch, GIA Library 
Procedures for Processing Loan Requests As of March 1958 


TABLE OP CO I'T T E II T 3 


CILUIT I Processing CTA Requests for Hs.rd Copy Documents 

CHART II. A Processing CIA Requests for Photocoiol e;s Negative in File 

CHART II B Processing CIA Requests for Photocopies - Negative Not in File 

CHARI III Processing CIA Requests for Boohs 

CHAR.! IV Processing CIA Requests for Periodicals 

CHART V Processing CIA Requests by Inter-library Loan 

CHARI VI Processing Non-CIA Requests for Doc’Jiaents and Boohs 


• r f r-! r”‘T 
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//} 

/?e9iyCz/€i 


/ 'C>J 
6/ /, 


(2) If Ha Vill VI >w in fa Branch Lib: ary ; 

(a) Write "Lo in" , due date, & r< el nuinbor on 3L0. 

(b) Send 310- I and reel to Br. Ly. 

(c) File 310- . In C Out Record 1 y C reel category 

(d) Deetrpy o iher coplee of 310 

(e) When reel returned, ref lie t, pull 310-1 
and etaajp It •Completed," f: la It by office 
In the St Til*. 

(f) rollow up overdue Itemo one* a month; place 
310-1 on md In bank of C Ov t Record file. 


(3) If He Hequeatje an Qtaphane ; 



(a) Choett oza 
request , 

phanes on hand. I 
skip to etep Cs)* 

they fill the 

(b) Make Prlr 

ting Requialtion T 

)m 70. 

(o) Send reel 
Services 

, 310-5, and 70-2, 
Mvlelon, QL- 

5,4 to Printing 

(d) Tile 70-1 
^ by Torm *? 

& 310-2,3 In Eapr 
} number. 

.. Pend'g. File 

' (e) Tils 310- 
means sec 

L In C Out Record 
t to PSD). 

( orlg. only — <»/> 

(f) Receive J 

iaphano, reel, 4 7i 

-2 4 310-5. 

(g) Pull 70 A 
from C Ou 
file la S 

310 from Repro. P 
; Record. Stamp 31<| 
:lx File by 0 cato^ 

nd'g. File and 
-1 ■completed* 4 
pry by office. 

(h) Cut out 0 
baa been 

to requee 

saphaae material w4 
reprodxioed) , put oi 
ier with 310-3. 

ntod (entire reel 
a reel and oend 


t t'Af*/ 1 “Joa. — 





R<s- p 


J) 

> rTTTl 





(l) Splice retaining otaphane aid file. 
(J) Doetroy 3.0-5, 310-2 and Foi me 70. 




3 fo 




0 

i 

3 







. 

tji 

^ 1 




Rep KO- 
Pc n c/ ' 



(4) If Prlnte Are Reaulrad : 

Tape C reel an I order prlnte fron Printing Sorv. D.v. 
Procedure le tune aa «tap (3) dl: octly above- 



CQNTBUTS 0? STIX : lUC OF FORMS 310-: : 

D roqueote.-b; office , / 

C reiteotfl. v eved C = 'V Ac « 

C prints and < znphanoe- by offl( e 

Count monthly for report* Then bund: a. ^ /%/7 U ^ 


/=^0R O t^F/C/A£- 0//^V 

ClaflBlflcatlon 
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f z 

Queotar wrlo^a r* ijuout. ~ 

B- SaftTch recelvaa, n. archaa, and Idantl f laa: W« if 

Buph; oendB to Cop; . *' 

C . Copy 

1 . 3 orta Into C & J 

2 . Tor D Raqueuta ; 

ft. Count total i nd tioa atajnp. 

1 ). Sort by oumbtr. Itrpadlte Huah. 

c. Checlc File- Aperture Card Lb bi Lasing. 

(l) _If Pink lOit) Card Ib Tti^t 

(a) Hold 310 one woeSc. fietiaok flie dally (i) 
If El ah, aaarch for it [nhould \n In 
proc< as In the room) . 

(b) Aftoj one voalc, FLAO thio: Poat to a 
blue IBM card the ontDl no., charge no., 

4 dale. File blue oord with pink card. 

Hark 310 •riaggod" and lend to Search. 

Sa&rg^ (c) rile 310 In Flag 71 lo Bji by charge no. 

Cop:/ (d) Vhen aperture card U ricelvod for re- 

flllig, puli ring Ctird i send to Search. 
PLftc* aperture card In Hold Box. 

Search («) Pull 310 fron Flag File Box & return to 
Copy with ring Card. 

^PY (f) Pull ftperturo Ctird froc Hold Box, destroy 

Flag Card, and procoea 'etiuost. 

(g) Concr^ rrently with step d) above: 

V ' At least onco/woek, che jk aperture card 

file. If proaent, retu ui 310 to Copy for 
actlcn; If not, roflle n Flag File Box. 

(b) In at out 2 weeks (not o ^or 4 weeks), if — 
aport iro card fltill nlaitng, give 310 to 
ChLei, Services Sec. vh > follows up to 
get e duplicate. He chicka, as appropri- 
ate, tflth Doc. DIt., He :ords Center, or 
with originator to borrow hard copy to 
aoke EX new aperture car L. 310 then 
giver to Copy to proceui. 


Copy (2) If There le Ho Pink Out Ca »d: 

(a) Search through unfllod ap. cards (new aci old returns) 
(stc f (1) (d) . 

(b) Fla^-- as In step (l) b) and nend 310 ti Search. 

(c) Btepe (1) (c) t irough (l) (h). 


a. Check C Ott Racori. If rool Is In procesa. hold In Pending Service File (no 
aequenco) . 

b. If no "out" r xcord, and Ifl a ne r reel, hold in Peidln^: Servloe File "a few days," 
then reciuoat It from Kach.^Dlv. If Huah. rsqueab at once- 

0 . If reel Is loit. report to Ohio’, Sorvlcen Soctloi. He will get a Lupllcate from 
Records Center and report lose o Security Office. 


1 


r 

t_ 







A’fl c. 



1 r • 


Y 

^ F/lC 


1 . 


r 


( /r/o. C</ 




\ 


r 1 



/- X./t L* 1 

^ Is 

r 


] V 



h 



/} p. cy, 
Po/c/ 


^ . 


( Q C/itf? /-A 


ro/^ o rr/c/AU us/T c^a/i-V 

ClnnBiricntion 
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C /A 


TTR/8-Appen.-6-7 


o oKs 


cr/s^ 


e 


A' Ri^co.HuiitQ i};35Fi:aTS Lo>>::s 


jO. / ^ 


^ 7^(2 r^/oe//C<^ / 


RequoBt^r Wrliett purcr’tno Qrior, Forn. 81:.. 


A. Kacoivee Library ?irchu;f jrier. I 

b. CheckB catalog. FobL c/ill .to. (if any) to 615. 

c. If thore 1 b t\ ca 1 i no., ^'o to fl .i P ani check Btuckii. 

(1) If 2 cOFleo If* otac.Ku, aok B d ? Criief If one In I 

ono-gh. If ar.DWor io yea or If ti.orn than 2 copleii 
are in ntacko, pull one, attach 615-2 to book ana 
place : f. It, le finite Loan Box. I 

(2) If book Is not obtulimd, proceun Bli. as a purchaao 

orior. See Chart ) 

3. BA? Unit ^ 

a . Book Lottnei Fro- Siacko ; I 

(1) Take boo-: ani Bl:-.'’. Kuko CroMii Reference Slip, | 

fore. 207 by typln#’,: author, title, call no., 
borrower’s r.aar.e, room A bullll ng, office, e/.tent.lonl 
" I'l inf I nlte" , and late. 

C2) Sen! book A 2o7-*5 to ro<iiouter via office control 
officer, if any. 

(3) File 207-1 In In 1*1 finite Loan File, by a.;t'nor. 

•* 2U7- J " ” " ", by borrower . i 

Destroy 2u7-3 A 207— i . 

b . AccOuntafcl»< Book p\;rcr'.ai'*»d for Hep a t ater ; 

(1) Book ani 815-3 received frou. Acti : le Itio.nn Br. via | 
CataiOfj 3ec’. Ion. 

(2) Heoeat Bteps a(l) - a(3) nxc- vt. b'^fore flli:.<:; i 
207-1, BOrt A CO ;r;t by office. 

(3) Acco intnb 1' boo*^'c p:rc'>‘aBoi for C*rR are r** cor led I 

on th- Shelf Lint by Catalog S-’Ctlor., Ac.^. Cr. and 
are not -roce.uei as Inieflnito lotina. ' 

I 

g . FHf VlFSSIhO A LOAi; RrlJ .'FST - BOOK IS ON HAliQ I 

;:^ETr7on;. 310 U r«ceiv»^.i from Search (.See Chart I, ! 


rorr.* oiw i * ¥•^.4. a * ww* 

1-2. Aloo received tn BvA? by phono; f^ot call no. 
availability and. If or. hand, write Font. 310. 


2, BAP Unit 

a. Locate and p'.:ll took, by t:.eoo ntepo in tniit or^or; 

(1) Check stacks. . , , . 

(2) Rcchec/t catuluc. find what collection book to In. 
Chock there. 

(3) Cal.. Cataloj: Sec., five call no. ana auk If book 

is In He fere nee Br . or Trainlnc ^r. Ly. See ^urt C. 

(4) Senre-h L<?fi;.lte Loan rile. 

(5) Search laieftnlte Loan File. 

b. Chart's Out Book: 

(1) Br.ter ^ate or; 310. 

(l) StQC.y 310-3 ”?or Loan Infor at Ion on th • b Item- 
Call Ext. G7U69 and attach to book. 

C3) Stor.w current late on back fly boo/. 

14) Ka.o'A attach route Blip, senu book ‘'■''III’ 

(b) Hold 31(0-1 ani c .ur.t mlly (by oi.lce .. olO ca. . 

fror Search, total only if .(10 orl/:lnated in BAP), 
(h) File 310-1 1.. Definite Lorn. FI 1*' by A:thor. 

(7) Send 310-3, 4, f to S.^urch, 


3. Search fl Icn 3it.» 


rn.pie liter • 


C. ?H0CSS3:;.G A LOAi; I12.C-J2-T “ 

OH TRAlHIhG BHAliC.-i LrilBA-tY 

i " ‘"prtviii'r .0.1. . ‘ fo Ho 

Hold 310 for a luy- If xtef. approv « * • 

chan<:o-out procedure In «tep J be ow 
-neturn to iOif." or. 310.1 ani aend olO-. - -C I • 
which a.aru'if'.'n Itn uwn rec.iilo* 


2- If in TraJ jijiiii,Braip;lLliidr^ /vithor title, 

a. Make a 3x5 nHj nhowinp,: cm nr- >- • . • • 

call no.. rooneBter’i. nm.e. "IOhiumiI aent to rn. 
liyim Ju. in “Sont to Ilranoh,... .v nIC 

File by author. 

Send 310 to Train! nr. Br. Ly. 




r'r/ C /A L. C/S^ C / 


Sanitized Copy Approved for Release 2009/11/23 : CIA-RDP82T00271R0001 00120005-5 














Sanitized Copy Approved for Release 2009/11/23 : CIA-RDP82T00271R0001 00120005-5 



/'o/f 




TTR/8-Appen.-G“8 


cry 






c. X/^5 /tv o .Cf cp 


for 

If book 


Ii: ON D5yn ;iTK L'JAM 

NOTE: Bookb aro rocaUod (znly lo fill anothor r.Mi.iout. 

ThU proCHaure followH alter Part iJ, otep lia(4). 

BAP Unit 

a. Attach BAP Search, Form 0B6 to 310. Enter "0 
bOurcoB oearchea. Soarch Do finite Loan File, 
not on DL, go to Step E If boo.< ±b on H,: 

b. Chock the "CC" box on 833 (do finite charge- eame ao 
DL). Aieo p'oBt to 838 preeunt borrower'a name A ext- 
entlon, d’Je onto or •’overdue.'* Write "Requeat Pending" 
on old 310 and refllo it. 

r. Place 310 in Pending Recall Box or Overdue Recall Box. 

4. Phone recnllfl when duo or overdue. Boat recall late 
to 828. PmII a flag old 310-1 with die iato and dato 
recalled; ref lie it with new 310 behind it. 

e. Ever;/ few laye, aourch DL File, pull overdue flag^'od 

itema, phone pout new recall .late to fin*?;; 

ref lie . 

f. Book la returned. 

g. Check attached 310-3 to book title to verify It ie 
correct 310. If no 310-3 attacked, hold book n few 
houra; it may bo on imotr.er returned book. 

h. Remove 310-1 from UL File, note It la marked "Hequoot 
Pending" A pull new 310 (filed behind old 31u-l). 

I. Stt-ple old 310-1 and returned 310-2 (if any) tOf-ether, 
write "Clear" on 310-1 and aend to Search. 

J. Charge Out Book. Repeat etop 23b. 

• Search 

a. File new 310-3,0 li; Charge Out File by requester. 

b. Take old 310-1, pull matching 310-3,5 from Charge Cut 
File and uentroy all coplea. 


C /// 


Sea. /r 

I So ^ ^ e, a / 








uj 

/it’cAil 

s:^)(£S 

u 


I LJ PC rf \ 


I I C2AJ 


5 y. 

I A'ir? x iz-Ttr 
* .Pi,->ea.* ^ Z 


a loai; - 3..o>: is on i:;3EFih-iTE loan 

HOTE: This procod ;re used only If proceeding atepe fall 
to produce a co...y of took. Thlo proceiiro la 
aim liar to Part I) an.* Ic keyed to it by atop numbers 

1. bap Jnlt 

a. Check IL Fils. Hooit la on IL. 

b. Prepare Form 838, ontor "0" for other aourcoa searched 
and IC ( l.nuof . charge, or loan). Staple 038 to 310. 
Pool to 628, prooent borrower's name A estenelon. If 
aevoral copies are on IL, poat all borrowers to 828. 

If any borrower in near the now roquoctor, wrlt« 

Direct" be Bide borrower 'a r-umo. 

c. Place 310 In Overiuo Recall Box. 

d. Phone IL borrowera and ajuk to borrow bad: tho book. 
Start wlt.n ''Go Direct" ruiu.«a. If refuoou, post late 
and reaoon on 828. Sto,. with l lrot aoaont; poat late 
to 828. 

[t If a "Go Dlrocl" aai.onts, pho-.o reqioater to 
go dlructly to IL borrow>r; ujotroy tn.^ 310. 

; For others, post on 31o-l "Return to (name of 
IL borrower)." Flag the 310 with called lato A file by 
author in DL Flio. 

0 . Repeat phono follow-up procenre of Part D, atop le. 

f. Book Is relume! from IL borrower. 

h. Search DL Flio. rui.ove the requeotor' ;i 3lU^ Reinovo 
flag. ^ not roitiOvo the record la the IL Flic. 

J. Log the borrowed IL book. 

Pool due date to 310. Pull .310-2, uUun... clip inalio 
book’s cover. Pro, -are an! attach rj.te clip; and 
Courier receipts, if re-iulred. So.nd to rMqiester. 

k. Flag duo date on 310-1 A file In DL File by a.tnor, 

1. Put 310-3,5 in "?o Search Jnlt" box. 

Bi. Count aai tally-- aa.xc us Part D, stop l:n. 

n. Sand 310-3 , Ij Stuirch . 


2. Search . v 1 

File 310-3,5 in Charg-' Out File by nuiient.ir ( lUiirie u - ) ^ 
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r-Q C fT CC 

~ — r 


C/^ '' 


1. A Raturnod Definite Loftn : 

a. B&P Unit 

(1) Check attached 310-2 to hook title to verify it !■ 
for that hook. If none attached, hold book a few 
houra; 310-2 may he on another returned book, 

(2) Bemove 310-1 from HL yilo and oiurk it '♦cioar.'* If 

the 310-1 aaye "flaturn to " post book to lo^ 

(aee Part JE, atep Ij). ® 

(3) If 310-1 io marked "Return to ,» attach route 

•lip to hook, moke courier roceipte, if noceaeary, 
& aend book back to IL borrower. Return other 
books to 0 tacks. 

(4) Send 310-1 (and 310-2, If it was sent back with 
the hook) to Search. 

b. Search Pull matching 310-3,5 from Charge Out File. 

Destroy all copies. 


3. A Be turned Indefinite Loan: 


BAP Unit 

a. Check DL Pile. IJo record. 

b. Check IL Tils, by author. RomoTo 207-1 (see A3a3). 
Check IL Tile, by borrower 4 remove 207-2. 

Destroy both. 

c. Put call no. label on book and file it in the stacks. 
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o 




o 








< 5 - >7 


HOTE: aS»i(raSTS TOR rOREIGK PEHI GDI CALS AHK SFW pr 

TO looms ITIONS BHINCH, FaUJIGN SMIOH 


1. Sfiarali Kocolveb miueot. Vorlfl^a Idontif icatlnn nv, , 

for call no.. Th«ro 1„ non. UnU?"" 


2. BAP Unit 

a. Wch for Itum. In Thin Order i 

(1) Choclc^Btucka. If copy not la otacka, write NIS on 3l0 
If periodical not In Qtackn, write None IS on 310. 

*“ mlcrofllii;Qd. write MIC 

on 310 & return It to Search where It la aont to , 
/.,v procGooir^ (fllu alpha by tltlell 

(2) Chock Definite Loana- Porlodlcala file ^ 

U) Chock 2of. 3r. Blbllo. Collection Liat! 

(4) Attach form 028 to 310 A enter “0“ for eourcea 
Bonrched. 

(5) Chock Icq. Dr. Subacrlptlon Llat. 

(6) Chock Llot of Serial Tit lea In CTTH Library. 

(7) Chock Rocorda Center holdlnea. 

(8) If not available, leave aSB^on 310 A return to 
Search. If only copy in in Ind’l. Hoelntor. ahow 
thia on 620 {aeo otep el below). 

(9) Some 310' e are marked "hold until leaue re leaned 
by Ref. Br." Place in Buoponae file until Item r 
iB received from Hof, Br.-keupa only current Inouea. 


IL. 

( 1 ) 


(a) 

(3) 


(4) 


Item ifl In Stackn : 

Duo date the 310. Attach 310-2 to item, make & att-| 
ach route allp, & aenl to requestor. Also make 
courier recolpto, if rwcoBoary. 

File 310-1 in HL-Porlo File by title. 

Send ol(>-3,5 to Search (filed by roqiioater In 
Charge Out File). 

Vfhen Item ia rofirnod, pull olO-l from IL-Perlo 
Pile, mark "clear" A aoud to Search (where 310-3,5 
la pulled from Charge Out File and all coplea 
are ioatroyed). If 310-2 la returned with Itec:, 
Btupla to 310-1. Hetur.n I tom to stacko. 


dV/y 




■"'ffltom la on Definite Loan: 


0 

( 2 ) 


.Repeat recall and flag^-lng procedure explained in 
Chart III, aheet 2, Fart D. 

VTnen item la returned, aonJ A charge to new re- 
quoater, following procodure In otep b (above). 


<!• If Item ia In Reference Branch : 

(l) Phone requester A refer him to Ref. Br. 
two hours. Destroy after that time. 


( 2 ) 


(3) 


If Hef Br. brli.gB Item to BAP to loan to roqueator; 
Hark Raf Br'a opeclflod due .late on 310. 

Hake mute olip, attach it A 310-3 to item A aend 
to raqueater. Alao make courier recelpta, If noc . 
Hark 310-1 "Rotn to Hof" 4 file In IL-Perlo, by 
title. 

Send 310-3 to Raf 3r which m^iintaina Itu own DL 
file A manages raculla . 

Send 310-6 to Search where It Is filed by roqueator 
In Charge Out File. 

When Item la returned, rej-oat step b(4) above oxce 
that Item ia returned to Ref. Br. 


If Item la on Aco . Br. S^ibocriotlon Llat ; 

( 1) Phone recipient, through a contact, A aak to borrow 
Item. (Exception: do not cull Ind'l. Hoglater be- 
cauae they clip items and cannot loan them.) Poat 
answer and reason , if rofuaod, to 020. 

(2) Follow flapyjlng A follow-up procedure explained In 
Chart III, sheet 2, Part E. UHlng the DL-Perlo file 
in place of the DL-Ajith fllo. 

(3) When Item received, aend A charge to requruter, 
following procoluro In atop b above. Also murk 
310-1 “Rolvirn to (peruon louninv’ Item)" ami flag 
it with due date- 

(4) Recall lte.ii by checking fUi/{u for overdue items. 

Poat ouch recall date to flag. 

(5) Vhe:j item 1« ret'^rned, puU 31u-l from DL-Perlo fil. 
Attach route slip A retv:rn to p«ir«on who loaned it. 
Mark 310-1 "clour" A send to Search (where 5l0-3,5 
ir. pullijil from Ch/Arge Out Fllo A all copies deatroyil 




b 
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(ooatlQa«d froA thaet l) 


t* If I tarn 1» la • Branch Llby»Mry . 


(Thl. My 1). .hown elthar on the Aoml.ltlon. Br 


(1) P«,M. . 3M .11, du,ll«tln« data on 310 and .ho. 
WroprUt. Br, Ly. and daf. Til, hy 1111^0 
"Baciaeata Sent to HIC A Branchoe'* file 

(2) Send 310 to Branch Library for proceoBlng. 


&* If, Ite a le In Recorde Ceqt<yy » 


Po.t InforMtlon to 310 and r.tnrn It to S.arah Dnlt 
(.h.ra It 1. t.nt to tha aaoord. Santor fur proc«inln«). 
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^JrcfT / ^ 

^/inr :z: 


p e. /•* /*/ o j} ^ 


' ^ y /i o ^ , / 


• Sort by docuoant aourco. Count d tally by aouroa. 

PXactt In Haq,ueat Box-- divided by louroeB 
a Hemovo a block of 310* • from Ketiueat Box.* 
a Pull 310-2 A file by date In Source Pile! Check fli- 
•f* ‘f 1" aoottior 310-3 raqua.t for aan. docuaent 

of*Sthar°310)?'’ ®“ "** ‘‘*“■'0 “»•’ 

a If Bush, phone order to eource, 
a Type order on eource agency 'a form (6 klnda), Por 
requeeti. write confirming order only for: ^ ^ 

Air Information Dlvlelon 

Havel Re.earch (only If document ie claoelfled) 

Type coirler receipts. * 

. Attach copy of order to 310 A file in Pending Pll^ by 
310 charge no. gxgept order form 755 Is too lar« for 
file & is filed in 766 Pending Pile by source by date. 

. Send order to source agency . 

Ltice Beo eived that Document la HOT AVAILABLE ; 

If there is another source, repent stops Ic-lh for new 
source. 

Phone report to requestor, try other sources he can 
suggest, or dsstroy 310. | 

Og write report on 310 i return to requester. ( 


*: r 

U///r ) 


\ 7i5/v<r / 
— .^) 





_ \ /V/Wfxs 

\J I 




- Tir mp e r V 
PfJt. 


Check receipts to transmittal. Mark omlaalons A follow 
up by phone to obtain. 

Count d> post no. of documents recolvod. | 

PoXl 310 from Pending File A attach to document. j 

agjt out documents which are fllmable, poat date and 1 
no. to “Sent to Doc. Dir." log. Sand to Analysis i 
,7i>;^h, Document Division for Elcrofllm processing. 

Iw remainder: 

(I) Sort cut retention documents, attach 310-3, make 

courier receipts, if necessary, A send to requester. 

310-2, attach to 310—1,5 A put in Count Box. 

(S) Por rnmalndor (loan documents), post to Inter- 

Library Loan, Perm 309 the requester's name, | 

address, the 310 charge no., A due date. Attach 
to document. Also make A attach courier reqeipta, 
if necaseary. Send to raqueuter. 

Place 310-1,3,5 in Count Box. 

(3) Take 310 's from Count Box. Sort, count 4 tally by 
office. 

If 310-2 la attached (retention), file 310-1 by 
charge no, in Dead Pile; destroy 310-i^,5. 

If 310-2 not attached (loan); 

Pile 310-1 A order copy in Loan File by chg.M. 

" 310-3 In Loan File by requester. } 

Destroy 310-5. 


( S aUf^cB 
\ AGBz/cY ^ 


i=zri_, 

•~n 



To \ - 

\ Doc 

I ] 


VoC. p 

-J. ! ■ ' 

: i 

OiY J 

\ 

i i‘’'i 



! LJ 


/=“/A /^/Ae 



,J7^. 

I 

i 3/0 1 
3/0 I L 


/?£ /'if-v r/ 
C>oc ‘S. 




( , 

[mQu£sn 



L 0 AA/ Dc*C S, 






RsrsAfr/ot/ 





D%.sTi^cy 


> ^ ‘ s I' K! , I r 


3/0-/ 





//o-s* iOy//y 
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< 0 <^ ^ 


4. TiuaD DOcumtins Maim tim fhoh dochhi^ot 

a. Po.t r.colvod 4at« to Docujuont Dlvl.ion Lok 

b. Scan A sort into good arul poor copy, 

c. for good copy doeumanto ! 

(l)PulI 310-1,3 A send to Copy Unit fnr 

a r.qu,.t for a i,hotooopy^^ " Prooo.oloe a. 

(3) Data * nark: tha 310-5 »S«nt to Copy Ualt " 

Oo^t 4 tally by offlc. aa oomplotod raqioat. 4 
liU by charge no. InDood File. ^ 

(3) Return docutnont to eourco Agency ( aee Part 5 below), 
A- For poor copy docuaentu ! 

loan doounant to raquo.tar (r.paat .tap. 3.2.3. abora). 

5. Loaned Docuaant Raturnod to TT.t, rfnit ; 

a. Pull 310-1, 310-2 A 310-3 from fllea. 


b. File 310-1 A order fora by 310 charge no. In Dead File. 






c m 




o oc , 

.o IV. 




D£/iO ^ 

/- 


7t^ 


-oic-yp I 


3f/a I 


I 

I 1 


rtTsn 

' \3e;i- 

/ 


.:v ^ / f / r/.' - *y ~ ^ 

rc!. .. ,rj,. 

c. Sort docuisontB by source agency. 




d. Coablne those returns with CIA loans tho ogonclea. 

Type tronsffilttals A courier receipts. \ / 

Send to source ogoncles. 


L)c st r(>y 

A — ' 

\ f j9 oc ] 


Sc*u/fcA 


— ‘ 

/I @ Sl-l 

jj 




n. Loaning Agency recalls by phono or monoranduai. '\ 

Phone requester A and ailc for return of document. [r /fORi L-.=5 ^ Id rvi. 

b. Pull 310-1 from Loan File- Chg, Ho., staoe date A 9 y / 

write "recalled. Attach a rod flag A rofllo the 310-1. ^ ^ 

Hako scratch racord of charge no. A hold on desk. 

c. Attach red flog to: 

310-2 in Source File. 

310-3 in Lnnn File- HequeBtor. 


Phone requester A and aik for return of document. 




tf 


(Z3) 


d- . Periodically, chock scratch records to Loan File- Chg. 
HO. Recall again and post now recall date or destroy 
scratch record 1^310 lo missing from file. 
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B. REQUESTS ?-0R BOOKS 
ILL Unit 


1. Order Book : 

a. deceive 310 from Search vhlch hna foimd i + , 

CIA Library ft has narka.i other sourceTs). " " 

b. Sort by book source ft author. 

to source library. Ordnr is 
sent by aieosongar who picks up book, 
d. Typo orders on source's forms (6 Hnds) 
o??'' '' ''®to ordered. 

order date! “'^'’"'=3^' “"'i 

File a copy of order In Source PondinR Folder by date 
-f source is Library of Congroas (l,C), our liaison 
clerk holds a necond copy of the order 
0 , Send order to source agency, * 












y^y 








(J ^ Vi ^ 

^ ^ c. c , 


^•: 3/a ir, 


•"->/ X' 



-- — \ 

rt 



1 

. 

1 

1^ 










2* Notice Received that book is NOT AVAIUhLE ; 
a/ Tr>' another sotirce; repeat steps Id-o 

follows: 

' ” *•“ a preprinted sUte- 

ment ol source . .-led, failure to obtain, and that 
310 is canccll,.; unless further searchinr: is request- 
ed. Send to requester. ^ 

■*' h®f>=o 

^11® -o back ol pending file bv date. ; 

^ ^ccA'Onth, pull ft vrite "Cancolledn cn the expired ! 

(h) I 

(h) If 310-c,3,5 is returned, pull 31C-1 ft continue 
p other sources. If no success, repeat above. < 

ILL lUison clerk prccos.sec | 

(1) If book is on loan: 

^fa) Pull 310 from Pending Flic ft remove 310-^;. j 

Fending File by authoK 

file 310-5 by requester in LC-Out File. [ 

(b) Make 3X5 card shoving blblio. info, ft charge no. ! 

Uoe for follow up in I.C, * 

-tf not available, order so marked and returned. 

Pull 310 from Pending File ft repeat steps 2a-b. 

Pile returned orddr by date in LC-Canceiicd File. 





,v5 


y . ' c ' 

f />f J ! 

.■V.r j 

1 1 


r 

ka/a_ 1 

Xj 

Lf-I 

! 


( 2 ) 


Book Received With Copy of Order Attached ; 


a. Pull our copy of order fro.m Source Pending File ft 
replace it with returned copy. This is a temporary 
file; weed out once a month, 

b. Pull 310 from Pending File. Due dostc it ft complete 
bibliographic information. 

c. Stamp Mo- 2 "For Loan information (iall Ext. 2121" ft 
place in book, 

d. Due date ft- attach 309b to books going to Bldgs IjJjh 

Use 309a for all others. i 

o. Prepare route ollp, otasip on the return address, attach i 
and send hook to requtfster, Jfake courier redoipta, if nij 

f. Sort 310-1,3,5 by source agency. Count ft- post tally* 1 
Resort by office. Count ft pOwSt tally. 

R* File 310-1 In Loan File by source, author ft ilate, 

" 310-3 in Follow Up File by dud date. 

” 310-5 in Ciiarge Out Fi 1«! by reque.'Our, 


HITW* * 

W ■. ■ I I ^ 



/ , V t:/ /■" ^ i. j . t/jL / 
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7^ r' a c: e ^ 72 //f 7^ /• A '7' ■/-} / 

~ 7 ~~j ^9 cf^ :: /sr- ^ /^y 



o 


/>_ c; ra r.o 


lu Loaned Book Returned to ILL : 
a. Pull 310-1, 310-3 A 310 - 5 ;. 

310-1 In Dead. File, by author. Destroy 310-3 & -5 


c. Write transmitUl form. AtUch original ft 1 copy to 
book. File one copy in Transmittal Hold File. 


d. Send book back to sburce. Tf source is a coUeRe 
include postage for return receipt. * 


d. Receipted transmittal received. Pull ft destroy hold 
copy. File receipted copy by date in Transmittal 
Receipts File, 




ll Procedure: 


A. Pull from Follow Dp File ail 310-3 'a which are one 
week overdue. Also pull any 310-3 'a for which 
recall requests have been received from source library. 


Recall by phone (except CTHj send memorandum). 

Post "recalled" ft date to 310-3 ft rer/le by original 
due date. 


Recall next week. One week later, fill out form 
which insists on return of book or request for 
extension of loan period. Send form to requester’s 
supervisor or to a document control point. 


d. ir 


ir no action in 3 days, report facts to Chief 
Circulation Branch for appropriate action. 
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C3B.CUIATIOJJ BRANCH,, CIA LIBRARY 


recommended procedural changes 


(References are to Ckaz-ts of Present Procedures 


C- 

Appendix Jufj 



1. Search Unit 

a. A rush log is maintained in the Search and lAC Iliits. Both ^ 

lop should he eliminated., The main purpose of the Search 

Unit log is to he able to answer a follow-up telephone in- ^ 

Q.ulryo Search Unit should not answer such inquiries hut 
should refer them to the 8,pplicahle processing unit where 
full information is available, (Chart I - A 2 d; A 3 a; 

A 3 hj A 4 a. Chart II A -C 2 k) , 

h. Search Uhit should continue to receive inquiries concerning 
requests hut should refer each inqiiiry to the correct pro- 
cessing unit. This unit should reply directly to the 

requester. I 



c. Eliminate counting requests sent to branch processing units. 
Count (by measurdng) only those requests sent outside the 
branch. Do not count requests by office. Obtain such 
information each six months by a sample analysis of each 
processing unit's dead, or completed, file. (Chart I - 
A 2 a) 


d. When documents or aperture cards are missing or have not yet 
been received from Docment Division; 




1) Search Unit should continue to make the necessary 
inquiry to identify the item and verify that it 
has been sent to Document Division. 

2) lAC or Copy Iftait, not Search Unit, should call 
Document Division to request the item (Chart I - 
2 e & 5 "b 2)- 

The larger problem here is that Document Division 
makes rapid initial, dissemination of the material 
that it receives but takes an average of 10 days 
to supply the Library with source cards and aperture 
cards or hard copy. The initial 

dissemination immediately generates requests to the 
Library for additional copies. For 6 to 10 days, 
the Library cannot give this service ^vLthout sending 
expedite requests to Document Division for the 

items. Recommended solut3,ons are, in the 
order of their effectiveness; 


SECRET 
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(a) deduce processing biiao in bhe DocinTient Division. 

) ouppj.y a hal'd copy of all items . 

(c) li'jnd conpleted hatciico in Docimient Divio 

c.‘ I I the Library^ and supply items as I'cquested. 
Dostro,^ the b:./bches ter V) days . 


Deccxitraiise hlie charge- '^ut recorus fij.ea =:ai;ie Ji' er-p.-'-'yee 
to the processing imits: lAC^ Govpg, and Dool: and Periooacal 
Unit. There is no ad’/autage to centralising the file in 
Search Unit. This eliminates transporting the charge and 
clearance records irom the processing units to Search Unit onid 
permits clearing all charge files at the same time. (Chart I - 

A b; Chart III - 3 3; Chart III - D 2; Chart IV - 2 b ^!-) 

v/hen a processing unit encounters a delay ir. filling a request;, 
that unit should report the delay bo the requester. It shoLU.d 
not be relayed through Search Unit . This eliuiinates a iiiiddle- 
man and puts the I'equester in contact vlch the person \vho knoirs 
most about the x:)rocessing of that request. (Chart 1 - & a) 

Decentra3.ize the file in Search Unit of requests for niatorials 
not yet received in lAC Unit or Copy Unir. lAC Uniu and Coxpy 
Unit should follow un on these items ; not Search Unit. (Chart I- 
6 b ^ c, 7 c, 8 b: Chart II B - C 2 c 1 c) 

Search Unit waits two to foiu* \reelcs before' trying to loacte 
missing axierture card to answer a non- rush requeou lor a pi ant. ^ 

Efforts to locate it sliovuLd begin at once. (Chai-b II B - C £ c 1 n,j 

Unit (Hard Copy) 

Eliminate coiuiting completed req.uests by office. Heasui’o ior 
an estimated total. (Cha.rt I - A 3 d) 

Follow up vigorously on all overdue items, ivst just those ueeaed 
to fll2 another i'eci.uest. When practicable, riake longer ^iiioxal 
loan periods to reduce follow-up activity. (Chart I - B) 

Eliminate flagging recalled iter.is. Create a follow-up sale 
bv due date, using a copy of ohe requeEC Flagging is 

effective for a small voluiue of follow-ups buo .i separate ^ 
fo31o\/'-up file is more efficient since all iiems must be conui'olled 

by date." yiiart I - B ? a l) 
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d. When an out card is not in the file^ call Document Division 
hefore searching the mail trucks not after. The truck search 
is time consuming. Document Division has a ready-reference file 
which will shovr the location of the item. Truck-searching will 
then "be done only when Document Division reports the item has 
teen sent to the Library. (Chart I - B 5 b) 

Copy Unit 

a . Do not time stamp requests . They were timed stamped in Search 
Unit . If a request is not received, in Copy Unit the next work- 
ing day, report this to the supervisor. (Cloart II A - C 2 a; 

Chart II B - C 2 a) 

b . Do not count printed pages manually and post this information 
to each request form. Use automatic counters on the printing 
machines . If necessary to deduct for spoilage and waste, use 

a percentage computed from sample studies. (Chart II A - C 2 f, 

C 2 h) 

c. It is no longer necessary to keep separate records of State reports 

reproduced for CIA requesters. Eliminate the triplicate request ^ 

form presently used to list State reports cited in Intellofax tapes. 
(Chart II A - C 3) The file of completed requests for reproduction 

of State reports should include only requests from other agencies, 
(chart II A - C 2 j) 

d. Copy Unit reports that all necessary information is not supplied on 

D requests from Intellofax runs (Chart II A - C 3)- It suggested 
that the requester should send the tape mth the request. As most 
requests are prepared in the Library (Reference or a branch library), 
perhaps internal OCR education would solve the problem. If not, it 
would be better to supply the marked tape in lieix of most of the data 
on the request form. The practicability of this must be studies 
because cutting and pasting vail be necessary whenever tape requests 
must be filled from more tlian one processing unit . 

e. In some cases, when a requester asks for a large number of prints, he 
is supplied, instead, with an ozaphane. If he still insists on prints, 
he must obtain them by sending the ozaphane to Printing Services 
Division. This transfers the cost of the prints from the OCR 

budget to PSD or the requester’s office bxxt_ causes CIA to pay for an 
unwanted and unneeded ozaphane and delays filling the request by the 
time used to create and transmit the ozaphae. T\ro problems are 
involved- OCR does not have, or fails to use the authori’by to re- 
fuse reauests for an xmreasonable number of printsl and office-budget 
mikdednLs^is ./a, sting CIA funds. Steps have already been taken t,o 
correct this. (Chart II A - C 4 e) 
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offered viewing or ozaphanes in lieu of 

’■rill 'take offer, the Circulation Branch Chief 

Sstlficatl ' ascertain the requester’s 

for ■print'’ -(nri accepted the request 

o. Ji prinxo will be filled by OCR. 


aec-nf H Services Division, OL should he asked to 

Po^i^ir Printing Requisition, 

orlfm--^ '' requests are all vrithin a iiiuited -Dattern and 

additronal uata needed could he provided in a stamped area 
ins bean ol oy creation of another form. The Form 70 is pre- 
numhered. If psD cannot accept the request form's clis.rge riUi'iber, 
a block of numhears could be given -bo Copy Unit which could assign 
e printing serial numbers to the request forms. A copy of the 
request form can be retained by PSD for its records. (Clxart II A - 
C 1- c j bj This woilLd eliminate most of the time and all of the 
paper required to fill out Form 70 « 

Book and Periodical Unit 

a. The volume of indefinite loans could be reduced substantially by 
revision of the selection policy. At present^ all iteiiis niu'chased 
for a non-OCR reqxiester (except expendable or sterile items) are 
scanned by uhe belec'oion Officei". If he elects to have the item 
cataloged^ it is then charged to the requester on "indefinite loan" 
(no recall date) by the Book and Periodical Unit. The piurpose 
of both the cataloging and the charging is to be able to retrieve 
the item for another requester. But the recipie:.! of an indefinite 
loan may refuse to release the item and it may also be available 
by inter- libx'ary loan or inexpensive pvu-eiiase. Selection action 
and criteria which would reduce t.he size of the "indefinite loan" 
file are: 

(1) E>cpand the Library collection. Bu;^’- a copy for the Library 
and do not maintain an indefinite loan record v.f the cop-^'- 
piu^'chased for a requester - 

(2) Do not maintain a. charge record on items piu'chased for a 
i'oquester which: a) are readily available tlii‘OUgh inter- 
libraicy loan procedtues or b) are readily availo^ble by 
piu* cha.se as reasonable cost. 

b. V/heri; in. lieu of pva'clia.sing an item for a i^equesbei’; e:ctra 

copy can be spared fi’om the Libi’ary collections^ cancel the call 
number and do not charge the to the I'eques ter .(Chart III ~ 

A 2 c 1} 
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like other loans ^ using copies of the 
A 3 a 1) " - 


Kxcepu vhen prevented by 3ec^u-ity requirements use copy 2 of the 
i-equest form as rhe transiiiittal slip for the loaned item; do not 
prepare a sepai'ate routing slip. (Chart III - B 2 b 4) 


e. Do not count corapleted requests by office. (See item 1 c above) 
(Chart III - E 2 b 3) 


f . 


l/hen a requestoci item is in Reference Branch, check in person 
with Chief, Information Section regarding availability for 3.oa.n 
instead oi asking the requester to telephone his request to 
Reference Branch. II avciilable, charge it to requester; if not, 
notify requester. If requester insists on loan, refer hiTn to 
Chief, Reference Branch. (Chart III - Cl; Chart IV - 2 d) 


Eliminate the 3X5 card file called "Sent to Branches and EEC." 

It is a record of requests forwarded elsewhere to be filled. 

If a follovr-up inquiry is received from the requester, determine, 
from charge records or the shelf list, where the requests has 
been sent; call the processing unit and ask tiiat reidy be phoned 
to requester. (Cliai't III - C 2 a; Cliart IV - 2 f) 


Recall all overdue items . Use a separate follow-up file of 
copy 3 of the request form, filed in due date order. 'Idiis uHl 
speed servicing of requests and eliiiiinate an Inefficient flagging 
system. (Chart III - D) 


V/hen a loaned item is returned without an attached loan form 
(copy 2 of the i-equest) or i-riLth a form from a request for a 
different item attached^ do not hold the item i.’’aitlng for the 
missing copy of the form. Clear the cioarge records and .retimr 
the item to the stacks. (Chart III -Dig) 


V/lien an indefinite loan borrower agi-ees to loan his publication 
directly to another requester, this inforcjation is posted to the 
request form vrhich is iiai'ked "cancel" and sent to Search Unit. 

Do not send the cancelled request to Search Unit; dead file it 
in Book and Periodical Unit. ( Cliart III -Eld) 


El.imlnate tile log of boirowed Indefinite loan books. Use the 
proposed follow-up file and cross reference the definite loan 
request and Lhe indefinite loan record. See item 4 a above 
proposing a j.educ;;..'.on in the volimie of this work. (Chart III - 

E -1 ,1) 
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1 . 


Unit assumed the fuxictions of Search 

en a request is received over the counter. If the 

rpnup.^t a/ailahle in the Booh and Periodical stacks, the 

Search Unit to do the work enumerated 

in Chart IV -2 a 1 to 7 . 


Int0r~ Library Loan Unl1: - Doc'>^‘men'fcs 

a. E.liinirxate the count by source. Obtain this inforination by 
spot check as needed. (Chart V - A 1 b; Chart VI - A 1 d) 

b. If sources listed by Search Unit fail to yield the item^ return 
the request to Search Unit to supply other sources, if possible, 
not to the requester vrLth the notation that the item is lanavail- 
able. (Chart V - A 2 ) 

c. Eliminate an average of 10 days of delay in supplying borrowed 
documents to CIA requesters by having Copy Unit copy the document 
and send the copy to the requester. At present, if the document 
is filmable, it is sent through Document Division and the 
requester receives a copy from the newly- created aperture card. 
(Chart V - A 3 d) 

d* Eliminate Inter-library Loan, Form 309 « Follow the procedure 

of the other processing units and use copy 2 of the request form. 
(Chai't V - A 3 e 2) 

e. Add a separate follow-up file on loaned items, filing copy 3 
by due date, unless volume is so small that it is easier to 
search, daily, through the file of all loaned items- (Chart V - 
A 3 e 3) 

f. Eliminate the log cf documents sent to Document Division. Use 
copy ij- of the request form, filed hy due date in a file entitled 
"Sent to Document Division". (Cliart V - A 3 <d) 

g. Eliminate the double handling hy ILL of borrowed documents which 
are filmed. After the document has been copied in Copy Unit 
and the copy send to the requester (see item 5 c above). Copy 

Unit should forvrai'd the document to Document Division for processing. 
(Chart V - A if b, c, d) . Also, if the copy made in Copy Unit 
is illegible, loan the original to the requester and send it to 
Document Division when it is returned by the requester. (See 
full presentation of this proposed procediare in section 7c, following) 


r:7 
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^ea?rthirvor?°to overdue items and not 

-ca/e this work to the lending agency. (Chart V - A 6 a) 

^ eour-se of this study, the routine for recalling 

bSS! -f^^conl Acting Chief, Circulation 

retSnL! ''forking days later, if the item has not been 

retuinel, it lu requested in vnriting over the signature of the 
CIA Lihrctrian. l-wo working days later, if the item has not 
been returned, the case is referred to the Chief, Circulation 
Branch for appropriate action. (Chart V - A 6 d) 

Inter-Library Loan Unit - Books 

a. If sources listed by Search Unit fail to yield the item, return 
the request to Search Unit to supply other sources, if possible, 
not to the requester -vriLth the notation that the item is unavail- 
able (same comment as 5 b above) (Chart V - B 2 b l) 

b. Eliminate Forms 309a and 309b and use copy 2 of the request form. 
This is similiar to item 5 d above. (Chart V - B 3 d) 

c* Eliminate route slips, unless required by security considerations. 
Use copy 2 of the request form. (Chart V - B 3 e) 

d. Eliminate coimting by office. See item 1 c above. (Chart V - B 3 f) 

e. Inter-library Loan performs the Search Unit function when requests 
for books are received from other libraries. Eeturn the function 
to Search Unit. (Cliart VI - B 1 b) 

f. Eliminate the special transmittal memoranda for books loaned 

to other libraries. Use a copy of the request form. (Cliai-t VI - 
B 3 a) 

g. Use the same cha 3 .-ge-out method for loaning books to other libraries 
tliat is used for intra- Agency loans. Eliminate any eloarge-out 
records in Inter-libra.ry Loan which duplicate the records in Book 
and Periodical Unit. ( Cliart VI - B 3 c) 
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W^chas. Be,ue. t 


a. Summary of Form Copies 


Copy 1 - card stock. Make this the most-used copy. 

Copy 2 - This is overprinted "Loan Copy", and has a large 
arrow pointing to the due date. 

Copy 3 - This is overprinted "This Item Is for Your Retention." 
Copy 4 - Ro special features . 

Copy 5 - This is the requester's copy. 


h. Uses of the Form in Search Unit: 


(l) Request sent to Acquisitions Branch. File copy 4 by 
title and mark date and section sent to. 


(2) Request sent outside the Library directly from Search 
Unit, e.g., to Graphics Register or Document Division. 
Pull copy 4 , post date and action taken and send it to 
requester . 
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c. Uses of the Form in Inter-library Loan Unit for Procuring Documents from Other Agencies 


ITEM ORDERED FROh'. 50URC 

Write order Ji send to 
source agency. Post 
date ordered & source 
on request form. Att- 
ach Order Cy 5 to 
Request Cy 1. 


ITEM RECEIVE D FROM SO UR CE AGE>.'CY . 

~ “ ** " lEi Believes Document is Filmable 

Document Not Filmable ' Photocopy” Ls'Eegibre~ i Photocopy is il 


OANSD D0CU1".ENT R £TUR .’JF:n yn TT.T. TOIT 

From Requester Viom Document Division 


jCy in PENDG FILE 

by charge no. 


rlenove copies from 
order files. Due date 
all copies. 

Send docriment & Cy 2 
(loan transmittal) to 
requester. 


Qy 3 returned from CopyJ Pull copies 3 & 

Unit marked "poor copy.i If Cy 3 is marked "poor! 


iPxill cy 1 <S: 4. 


Pull Cy 4. 


Send document & Cy 2&3 
to Copy Unit. 


Cy 1 in ORDER FILE Cy 1 in SOURCE FILE 

by source agency & by source agency & 

series no. or equivaleni series no. or equiv. 

Cy 3 in FOLLOW UP, 
REQUESTER FILE by 
due date. 

Cy 4 in EMPLOYEE CHGE. 
FILE by requester’s 


Cy 4 in FOLLOW UP. DOC. (Cy 3 in FOLLOW UP, 
DIV. FILE by due date. MQUESTSR FILE by 
Idue date. 

^ 4 in EMPLOYEE CHO, 
FILE by requester's 


copy" & if policy is to i 
film anyhow,* post new 
due .date to both copies 
send document & Qy 3 to 
Document Division. 


Cy 4 in FOLLOW UP, DOC. 
DI7. FILE by due date. 


Copy Unit makes photo- 
copy, sends it to 
requester with Cy 3 
(retention transmittal). 
Also sends document & 

Cy 2 to Doc. Div. to 
code, film, etc. 


If Cy 3 is not mak^ "i 
copy," pull & dead' file] 
Qy 1. Destroy Cy 3*4. j 
Return document to | 


Dead file cy.l. 
Destroy Cy 3 * 4. 
Return document to 


If photocopy is illeg- 
ible, send document & 

Cy 2 (loan transmittal) 
to requester, Cy 3 to ILL, 


* Circulation Branch loans hard copy document to requester if photocopy is poor. Document Division 
policy is to film some categories of documents eaen if film copy is poor. Some of it may be 
legible and future requesters can be supplied prints from aperture cards mere rapidly than an 
original can be re-borrowed from source agency. 
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u-'-c: « Tr'--. 

3013HC- LiBr^iR’': 



DR? r.;iTi;'.'- c? 


1 Tire 1. -ir.e frcn date of teto*’sS'to Source librar;.'. 

P- 1- ir: -/-S dSe rer.rrSolrcrLSra./to date .atertal rocOTvec, Iv. 

;>. iSi.ne fron Source Librrrry. 

3 Sff?o^S: "a^r^aiVeceived by CIA UbraTT to cate naterlal sent 

^ ' ‘ -r.p.^k to Source Library . 

6. Runt-er of^^ises used to conpute averages. 


ABB?:: LPIATIOI'IS 

tpr - tonic Lnerg:,^ Connission 

-orces Medical Library 
TgrIC - agriculture Lepartmeiit ^ 
i-GS - i'erican Geological Society 
AIR - Lepartp.ent of the Air Force 

Intelligence Agency 

EB - Bureau of Budget 


CE3'IBU - Census Bureau _ _ 

rsc - C‘Vil Service Connission 

MPI 2 - District of Oolmnbia Public UbraTy 

- SStf SuS and welfare Dapartaent 
IABOR - Labor Bepart^nent 
LYCON - Librarj’’ of Congress 
HAVY - Wavy Departnent 


^BS - National Bureau of ^^andaras 
;,TH - National Institute of Health 
ilRL - Waval Research Laboratory^ 

M'JC - National 'Har College 

rr : SSSd^sSeTfnfo^etion 

VA - Veteran Administration 
hT£ABB - V/eather Bureau 
YALiiU- Yale University 
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C 


entral intelligence agency 

OFFICE OP CENTRAL REFERENCE 


CATALOGING 


TASK TEAJ4 REPORT NO. 9 • TIR/9 

DATE: 26 March 1958 


MEMORANDUM FOR: Assistant Director, Central Reference 

SUBJECT : Final Report on Cataloging of Books, Task Team No. 9 




1. Membership ; 


Chief, Document Division, OCR 

Chief, Catalog Section, CIA Library, OCR 


Management Staff 

25X1 

2. Method of Tisk Team Operation 

Tliis Task Force operated as a team in all deliberations, 
conclusions and report preparation. 

The conclusions of the Consviltants concerning procedures, costs, 
and productivity were evaluated in the liglit of recent literature on 
cataloging, the composite ejq)erience of the Task Force members and 
available statistical comparisons, with the results set forth in 
detail in Fart I. 

The Consultants' reference to the Library of Congress cataloging 
system opened up the problem of choice among the variety of systems 
in existence, including the present ISC system. The Task Force con- 
cluded in favor of •‘•be Library of Congress system for reasons pre- 
sented in lart II. 

The Task Force drew on the experience of its members to jointly 
devise the necessary policies, procedures, organizational structure, 
productivity factors and staffing necessary in converting to a 
Library of Congress classification system, as set forth in 

Part III. 

3. Reconmendatlons (see pages 7 and 8 of the attached report and specific 
I’cferences to Ihrts I, II and III) . 

u. That Items A through D of the Problem be accepted as legitimate 
indicators of unsatis-factory conditions in -the Library adminis- 
tration. (See reasons set for-th in Part I.) 


S-E-C-R-E-T 
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b. That Item E of the Problem be disregarded because it is obviously 
a conclusion based on fallacious calculations. (See discussion in 
Pa-r b I . ) 

c. That AD/CR establish and direct the implementation of policies and 
adiainistrative safeguards to preclude the recurrence of conditions 
pointed up by Items A through D of the Problem (as developed more 
fully in par. A^ I^rt III.). 

d. That the cataloging system for books, by subject classification and 
subject headings as practiced by the Library of Congress, vith slight 
modifications, be adopted for the CIA Library, including the use of 

3 5 cards. (The proposed system is set forth in Part III.) 

e. That AD/CR direct the conversion frora the present system to the 
recommenaed system according to the policies, schedules, plans 
and procedures recommended by this Task Force (and detailed in 
Rrrt III.) 
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«3iBJECT: 


Library Catalog Systejn. 


1 . THE PROBLEM 


To study the present card catalogs, the Cataloging Section workloads, and the 
cost- or cataloging^ to determine if: 


A. The catalogs are inefficient tools, badly kept. 

B. Too many cards per title are made. 

C. Cataloging costs are abnormally high. 

D. Workload is low. 

E. The cataloging staff should be reduced by half. 

F. Conventional 3x5 cards can be substituted for IBM cards. 


G. Library of Congress cataloging can be profitably applied to CIA 
cataloging procedures. 


2. ASSUMPTIONS 




This report is predicated on the assujuptions that: 


A* The CIA Library vrill continue to acquire books for a limited size "current” 
collection. 


B. The CIA Library will continue to give these books subject cataloging. 

il.B. See separate memorandum on this assumption. 

C. The CIA Library need not catalog books and documents under a common system. 
FACTS BEARIIJG ON THE PROBLEM 


A. Tlie Brohlem;, as stated above^ is composed of a series of direct quotes from 


the Report on the 1957 Library Survey conductedL 


and 


others;, acting in the capacity of technical- consultants . 


25X1 


B. 


Items A through E are gene.ralized condemnations of library administration 
in OCR as it has affected the operations of the Cataloging Section. 


C. Item F is^ for the purposes of this study, combined \7ith Item G, because 
an affirmative decision on Item G will establish the 3-^5 card as the 
cataloging vehicle. The 3 ^ 5 card system could be applied to the 
present system. 
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Deliberation regarding Item G requires consideration of feasible alternatives 
and of the necessity for cataloging books and dociunents under a common system. 
Also, an affirmative conclusion in this matter would require expansion of 
the Problem to include arrangements for implementing the conversion. It is 
assujned that this broader responsibility is implied in the statement of 
the Problem. 

.q_TC-r-'R-R-T 
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DISCUSSION 


A. 


C. 


Qf. r-nnc f Erot>lein are quoted verbatim from the conclusions 

bar'ko-rminri to the report of their survey provides the 

from which they drew their conclusions and permits re- 
or. ^ ^ date;) observations and situations. Conclusion E is based 

an o vious mathematical miscalculation which resulted in an unrealistic 

should be disregarded. Conclusions A through D are factual in 
a ey point out problem areas in the administration of the CIA. Library. 

The present catalog system is not efficient and has been badly kept; too many 
ca^a og cards have been made; cataloging costs are high - though not abnormally 
sOy and workload^ (presumed to mean production per professional cataloger) is 
low. These conditions ., though charged to the Cataloging Section by the 


Consultants^ are the result of administrative and policy decisions - or the 
lack of them - on the part of persons in higher authority. Exception must 
be taken to the use of the word ^’abnormally" in Item C. The calculations 
by which the Consultants arrived at the CIA and comparative costs are open 
to question. Independent calculations show our costs to be high but not 
badly out of line. The ConsiiLtants reported on conditions as they saw them 
without regard to reasons or causes - this study must examine into causes in 
order to propose remedial measures. Narrative and tabular presentations are 
attached to present each item in detail. See Part I A through E. 


B. 


Determination as to whether or not the Library of Congress cataloging system 
can he profitably^ or feasibly^ applied to the CIA cataloging situation re- 
quired an evaluation of the advantages and disadvantages of (l) the present 
systan;, ( 2 ) the Library of Congress system^ and (3) any other alternatives 
or combinations,, including the use of unlike systems for the cataloging of 
books and selected docimients. For the purposes of this report^ the alter- 
natives were: 


(1) Continuation of the present ISC cataloging systan,, v/ithout basic change. 


(2) Adoption of the proposed revised ISC and conversion of the book collection 
to the new subject and area classification. 


(3) Adoption of the Library of Congress subject classification and subject 
headings system,, with or ^^thout modifications. 


Comparative evaluations of the selected alternatives included^, but were not 
confined to^ such factors as: 


(1) Ability of the system to provide reference to material requested by 
customers . 


(2) The effect of the system on the other library components^ e.g.^ shelving,, 
searching,, etc. 


(3) Compatibility vdth the Library of Congress system in searches,, requests,, 
loans ^ etc.^ since this is the primary source of support. 


{k) Simplicity of cataloging under the system. 

(5) Catalog maintenance and card reproduction under the system. 


S-E-C-R-E-T 


Hi 


Sanitized Copy Approved for Release 2009/11/23 : CIA-RDP82TQ0271R0001 00120005-5 





Sanitized Copy Approved for Release 2009/11/23 : CIA-RDP82T00271R0001 00120005-5 

S-E-'C-R-E-T 


16; Possibility of penaanence in rhe system selected. 

>.7) j.os,..ibili.,,y of correlation ’vith Library of Congress cataloging to permit 
possible use of Libraiy o:f Congress catalog cards, 

(6) Estimated cost of operation under the system. 

(9) Requrrements for staffs equipment;, space etc. under the system. 

D. Space limatations preclude full discussion of each system in the body of this 

report. They are set forth in detail in the attachments. See Parts II and 
III. 

E. Many ot the faults and problems in the present, cataloging operation are the 
result, of policies, or the lack of them., which have resulted in (l) additional 
v;orkl.oad on the Section deriving^, for instance;; from lack of an adequate 
selection policy, (2) have required unnecessary work in processing of dupli- 
cates and copies, for lack of an adequate policy on accountability and due to 
improper searching procedures;, (3) demanded specialized processing, as for 
the HTC collection., (4) necessitated conformance to machine processing re- 
quirements although the results dl.d not enhance the cataloging product, 

and (3) others. See I^rt I B for fuller discussion. 

P. The expedited service required in this Agency, the high percentage of foreign 
language books processed and the fact that LC catalog cards could not be in- 
corporated into the catalogs, has presented a problem in CIA not common to th^ 
average research library. These conditions will prevail to some extent under 
any cataloging system. They can be offset in part by (l) proper balance be- 
tween professional versus non-professional versus clerical staff in the 
Cataloging Section and (2) by the adoption of a simplified cataloging system 
permitting the acceptance of Library of Congress catalog cards with little or 
no editing or modification. 

G. The Library of Congress, for obvious and undeniable reasons, is and vrLll 
al^/ays be the primary source of reference material for the Agency. It is un- 
likely that the Agency library will ever contain more than a small collection 
of reference material as compared to the Library of Congress. Hence, it must 
follow that the two systems should be fiilly compatible. See Barts II and III 
for fuller discussion. 

H. Consideration of any conversion from the present cataloging system must have 
fully explored the necessary Implementing factors to assure the successful 
operation of the plan. The folloTvLng factors are relevant to any conversion: 

(1) Outlining of necessary policies concerning acquisitions, cataloging 
versus administrative control of non-intelligence books, duplicate and 
second copy cataloging., delineation of the service requirements to be 
levied against the Section, etc. 

(2) M ’.l!.r:icatt>ns to the system to fit CIA. requirements. 

Procedures and flow chasrts to guide the operation of the Section. 


S' E-C-R-H'T 
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Tm/o-’S 


iop necessary recataloging., screen- 

-nv -.^r co i-yF of collecta.ons a,nd o+her immcts against 

i-' •••- 0 .*. ether components. ' 

f.p) Time sched.aJe.? for the conversion. 




<'-iirirnnn -•I'l implies the conclusion that there is no necessity for a 
inr on r.his Tr^m^ ^y'S-em for books and documents because an affirmative f ind- 
oe* qo irhiq Te separate systems for CIA books and documents, 
pe s, . Thu s Task Force concurs in the implied conclusion. 


u) l^he presen*' ISC .s.vstem 'ras devised, and is now being revised, solely as 
a f . ....anen ,• c.i.ai-sir. icatdon device* It. was later adopted as a book cata- 


i.v)glug sy.stein vrithout adequate adapta.tdou. 

1.2) CIA has the only book collection cataloged under the ISC system. 


\.i) Open, literature resea.rt.h may and .frequently vrill involve the use of 

several, cataloging .systems - this in inherent in research and should pre- 
Eer.t no burden to CIA analysts. 


( *-■ ) Sear ches in hhe Library shelves and catalogs by a.nal.ysts are far more 
complicated under the ISC system than under other systems. 


(.5.' The. present ISC system as a book cataloging medi'um has drawn constant 
■oriticism .from analysts and consultants alike. 


(.6) An .analyst searching for both books and documents as source material 
does not get '':hean by one operation now - two distinct searches are 
required. 


(7) The use. of numerical as against alphabetic designations for subjects is 
ncl common in American lib:ra:"y practice. 


(8) One of the key considerations in 'the choice of the .ISC Classification 
S.ystem for the catal.oging of books and the IBM syst'.em for book catalog 
cards was the promised abilit.y to furnish Subject and/or' Area biblio- • 
graph! es of books and documents quiclcly by purely mechanical methods. 

IBM cards for books and d.oeuments have never been filed together, hence 
a combined tape has never been possible. Much hand processing has 
alTOys been necessary and the resul.'tin.g bibliographies are neither better 
nor' compi.led .faster than if manual -or other .facsiraii.e methods are 
em.pl' 0 ,yed. 


(9) .Finally t'he pressnt trend in documentation systems is to^rards the use of 
photographie and electronic devices, e.g. Minlcard, yrhich offer no 
apparent adva.n.ta.ges J.n the storage and handl.ins of books. 
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CONCyjSIO^ 

A* Tlu-' f i.r questions in the stated Problem;, Items A through are 
'':ondermiatlo)ne oi the Library adiaini strati on, 

\\ The'^e 10 oome reas-or: to take exception to the mathematical compu- 

tatious by whj.ch the Consultants arrived at their conclusions. The 
fact remains that r,he conclusions do point to subjects v/hich were 
dec in.it el y unsa tis.f a ctory . 

(?) The Consultants dj.d not take into accoimt any mitigating circum- 
stances.j nor the .fact -^.hat these circumstances vrere not generally 
wltbi.n t.he contro.! o.f the. Cataloging Section. However^ in each 
in.stance the causes c.'^ the conditions could have been remedied by 
o t h e.r s in ai* ^ -h o ^’i t y «. 

13. The fi.fl'h que r-r-ion, in the. Erohletn^, Item is a conclusion which should 
be disregarded a-s bei.ng ’.insound. 

C. There is ro justification, for the continued use of a common system for 
the catal.ogj ng of bcolc.? and d.oouraents. 

D. Tl'je. Library of Congress .system f.cr the cataloging of hooks, with slight 
■ir di fi-csticn, can be profci.tahly ad.opted by OCR fo,r the CIA Library, 

'■■vj.ded th- a,dcptic.n and conversion are accomplished according to care- 
fu fly "developed policies, pl.ans, schedules and procedures, see Ifeirt III. 

E. Clear policy gaidanre and adtainistrative direction in library management, 
as they con-cer.o, the ''atalog operation have been lacking. Neither the 
present syctera nor B.ny a 3 i ernative system can function efficiently until 
such gridanoe and direction are provided. 

RECOIiMEiniATIOi TS 

it i s I o’.amende d ; 

A. ■'V.,' . for Iteras A throagh D of the Problem, the statements be accepted 

legitimats indicators of unsatisfactory conditions in the Library 
acbal n.i s t ration . 

B. That Item E of the Prohlcm be disregarded bec.ause it is obviously a 

lu: r.'-'n based fallaciou? calculations. 

C nrvi AP'CR osr.abiish and direct the implementation of policies and admin- 
safeguards to preclude the recurrence of ccuditions pointed 
up tv Item.s A fbrough D of the Pr'oblem. 


S-,E-C-R-E-'T 
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system for books^ by subject classification and 
fcubjeer headings as practiced by the Library of Congress, with slight- 
ni. f.lii j '.ation.-s, be adopted for the CIA Library, including the use of 3 ^ 5 
a t a 1 o g c a r ds . 

E. Tha'*" AD/CR direct- the c-onwersion from the present system to the recommended 
system accordi,ng to the policies, schedules, plans and procedures re- 
conmif-.nded by this Task For.ee and detailed in Part III. 

The following is an Index to supplemental texts and tabulations which provide 
greater detail upon specific subjects in the foregoing Report: 


Part I. 


CRITIQUE OP CONSULTANTS' REPORT REGARDING BOOK 
CATALOGING. 

A. The, Cafcal.ogs arc Inefficient Tools Badly Kept. 

B. Toe Many Cards per Title are Made. 

C. Cataloging Costs are Abnormally High. 

D. Workload is Lov/. 

E. Cataloging Staff Should be Reduced by Half. 


Fa.TT, II. COMPARISON OF POSSIBLE CATALOGING SISTEMS FOR 
CIA LIBRARY. 

Fa.r’-- III. POLICIES AM) CATALOGING SYSTEM FOR CIA LIBRARY. 
A. Recomjiiended Policies. 

E. Structure of the CIA Collection. 


E. Furniture Fixtures, Equipment and Space 
Requirements . 

F. Cataloging Cost Comparisons. 

G. Conversion Schedule. 


S-E-C-R-E-T 


11-12 


13-16 


17-18 


20-21 


22-29 


C. Cataloging Section Work Flow. 31 

D. Cataloging Workloads, Standards and Staffing. 32-36 


37-38 

39-to 


41-42 
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I. CRITIQUE OF CONSULTANTS REPORT REGARDING BOOK CATALOGING. 

A. ^e_g atalogs are Inefficient Tools Radiv 
1- The following catalogs are maintained: 



a. Author/ title/added entry catalog in Reference Branch, M Building (^rith I 

copy maintained in Cataloging Section prior to move to 1037 M Bldg.)* 1/ J 

b. Shelf-list in Catalog Section — in area sequence and within area by I 

subject. I./ I 


c. 

d. 

e. 


Subject catalog in Reference Branch. 

Area catalog in Reference Branch. 

j 

Plus catalogs for vrhich Cataloging Section provides cards but exercises no 
other control : 





2 . 



3 * 



(1) 

Branch Libraries 

(2) 

HIC Collection 

(3) 

QMHat Collection 

(4) 

SOVRIX Collection 

(5) 

DCI Collection 

(6) 

Other (see page 12 




'y Maintained by Cataloging Section. 

y l^intained by the Machine Division (since 7 February 1958^ 
this responsibility has been transferred to the Cataloging 
Section) . 

It must be assumed that the Consultants were discussing the Subject Catalog 
and the Area Catalog maintained in the Reference Branch. They criticized 
machine maintenance of the catalogs, and these are the only ones maintained by 
machine methods. The criticism as to catalog maintenance in these two catalogs 
is just. New and additional cards were filed in these decks at irregular inter- 
vals from 3 months to a year after cataloging. 

As to inefficiency, the criticism can be explained by the reactions of the 
Consultants to the CIA version of a classified catalog, e.g., the ISC and six 
digit codes versus English words and phrases for subject headings. In this 
sense translation of words into ni.irabers, the catalogs are ’inefficient, e.g., 
underln alphabetic subject system "Airplane" would appear once in all catalogs 
whereas under the ISC system "Airplane" might appear in one or more subject 
codes, such as "373 or 46l or 666.2 or 743. 1". This requires extra processing 








"V 
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on ill'- part of the cataloger and again on the part of the searcher because 

e must, search several areasj vrith no overall gain as he only gets one book 
anyway. 

4. Furi.henaor e ^ the CIA classed catalog system at its present stage of develop- 
ment lacks such features as a comprehensive index^ graphic aids and guide 
cards all of which are essential in orienting the user of the catalog and 
are dictated by accepted library doctrine . 

5« Some inefficiency in the catalogs has resulted from the use of IBM cards 
as cataloging media;, namely: 


a* 


The Cataloging Section has had no control over the card reproduction process JI 
which has been, slow and unpredictable • 

Correction of errors during the preparation of multilith mats and printed 
IBM cards is d.ifficult and costly. 

Por catalog card purposes^ the long narrow IBM form is impractical, whether 
filed on end or on the side. If filed on end, as printed, a narrow view 
is presented and part of the text is hidden by the preceedlng cards. If 
filed on the side, the text is perpendicular to the reader. 
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urt I. 


B- Top Many Cards Per Title are Ma.dP>. 


The Cons^tants were obviously comparing this Library to those from which they 
came. This comparison ignores the following pertinent facts: 

1. The CIA Library system has the following unusually hi^ requirement per title 
for IBM catalog cards to support the dispersed collections: 


Catalog Section Req^uirements 
(Plus spe^al requir^ents ) ( See par. 3 below) 


10 cards 


1 

3 

3 

3 


Shelf-list 

Catalog Section catalog 

Reference Branch author/title/added entry catalog 
Information cards ^ viz: 


1 Biographic Register 
1 Special Register/Steuart Building 
1 International Coinniunism/DD(p) 


Machine Division Requirements 


9 cards 




1 

1 

1 

3 

1 

2 


Subject Catalog in Reference Branch 
Area Catalog in Reference Branch 
Subject Catalog in K Building Branch 
Unpunched cards to K Building Branch 
Reading card 
For waste 


(Plus 3 cards for each additional subject) 


2 , 


As of 23 December 1957 ^fe.chine Division has established a revised formula 
for their card requirements. The old and new formulas are presented for com- 
parison. A very substantial saving in cards is now being realized. 


Number of Cards for Machine Division 


Number of Subjects 


Old Fomula 


New Formula 






1 

9 

9 

2 

18 

12 

3 

27 

15 

k (CIA Library average) 

36 

18 

5 


21 

6 

5^ 

24 

7 

63 

27 

8 

72 

30 

9 

6 l 

33 

10 

90 

36 

11 

99 

39 

12 

108 

42 

13 

ik 

117 

126 

45 

48 

15 

135 

51 


A 
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tiasic requii'ements of the Catalog Section for their own 
Ml following is a listing of requirements ^’or special card service 

le - er or not such service can be justified is not known to this Task Force: 


For every title in Russian 
For every title with an AB number 
For every title in Oriental languages 
For every title cataloged for HIC 
For every title cataloged for OTR 
For every title cataloged for qMRat. 
For every title cataloged 


For every title sent to VMR 

For every new title cataloged for SOVRIX 
For every old title sent to SOVRIX 

For every title sent to Reference 

For every title mth a subject of 900 

For every title for Reference with code of 

927 

For every title with CIA control number 
For every title for DC I 

For every Fiction and EPP title 
For every microfilm cataloged 


1 Library of Congress 
5 Foreign Section, Acq. Br. 
1 


5 Pforzheimer 
10 


10 TSS 
10 Brugioni 


25X1 

25X1 

25X1 


25X1 


1 Shelf -list 
15 SR/6, DD/P 

1 (Photostat copy of card) - 
SR/6, DD/P 


25X1 



2 K Building Branch 
1 


25X1 


25X1 




S-E-C-R-E-T 
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Part I. 


Cataloging Costs are Ahnn-rm,-:in . 




Raynaid C. Swanlt, Director of the Stanford University Libraries, "Cataloging Cost 

Factors, ^ Tomrd a Better Cataloging Code, 1957, pp. 53-6? states: 

Comparative studies are uniformly hopeless, if not downright z 

misleading. The tremendous differences reported in the \mit costs 
among libraries cannot be explained by any known variable, such as 
size or type of library, ratio of clerical to professional staff, 
or acceptance of LC cards. Cataloging is not standardized, and the j 

v/ide range of factors that determine cost has not even begun to be 
controlled. 

"None of the studies has attempted to relate costs to values i 

or results, except in regard to selected variables in a single j 

library. By and large, they provide no basis for concluding that 
cataloging of any kind or in any library costs too much or too little 
or that any catalog departraent is more or less efficient than another." 

1. CIA cataloging costs have been higher than necessary, not because the Con- J 

sultants said so nor because there are any firm and recent data on comparative q 
costs in other libraries nor because comparisons are valid measurements in am^ 
event. ^ 

2. Costs are higl: because the policies, procedures and modi operand! of OCR and 
its library system have permitted unusual and unnecessary work loads to flow 
through the cataloging process. Cataloging costs in this Agency would have 
been higli under ideal administration because of (a) the natural demands for * 
expedited processing, (b) the very complicated ISC classification adopted by 
OCR, (c) because approximately 50/^ of the books processed are foreign language < 
publications, (d) because the ISC system precluded the taking advantage of any ^ 
library of Congress cataloging — as is quite universally the practice among 
other libraries, (e) the uneconomical physical arrangement of OCR and Agency 
components and (f) other equally valid reasons which preclude maximum dollars , 
and cents efficiency. 

3. Cataloging costs have been higher than necessary - vrhich is the only important ‘ 
question within the control of OCR - because of the following reasons, in their 
approximately logical sequence; 

a. No clear definition by OCR to delineate the bounds of the intelligence 
collection. 

b. No clearly defined OCR acquisition policy for the intelligence collection. ' 

1 

c. No clearly defined OCR selection policy (contingent on a and b above) to < 

permit the channeling of books having permanent intelligence values ^ 

tlirougdi cataloging and into permanent retention, and the channeling of all 
other books directly to the customer with their control being vested in < 
the particular component as for any other working tool. I 

S..0-.-K.T (1 
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25X1 


25X1 


25X1 




b. 


c. 


25X1 


■!) 


25X1 


11^/9-15 


25X1 


a. 


The cost of ca.taloging in CIA was arrived at from 
for them on 5 iy^rch I957 by 
Branch, who stated 


a calculation prepared 
iDenutv Chief of Acquisi tions 

on 


10 February I95S) that he arrived at the breakdovm of costs by foreign 


a e and English title;, and the breakdovm of salaries for the two factors^ 
y IS aaowledge of the eatalogers having foreign language competence 

without such ability and by assumption that those having this 
^ ^ cataloged the foreign books and the others cataloged the English 

GO iD* Having thus broken the salaries into the tvro categories, he re- 
abed these costs to records of foreign and English books processed to ^ 
arrive at the unit costs of $5*55 for each first entry foreign book and 
?3o0 for first entry English title ^ He calculated the two costs for 
added copies in a somewhat similar manner* 
estimates given are v/ithin 10^ of accuracy, 
only figures available. 


the 


At any rate, they are the 
The Chief, Cataloging Section, states that the 
total first entry foreign and English titles are incorrectly stated as 
being 11,500 titles, whereas the actual production was 12,972 and the 
actual overaH- l production vbls 28,832 volumes rather than the 26,000 used 
These differences were not reconciled. Since the workload 


\-ras about equally divided as to foreign and English titles , th e Consultants 


took the two cost figures ($5*55 and $3*30) from the_ 
averaged them to establish the CIA cost of cataloging 


^report and 

Consultants re-( 


port states this average to be $4*57 — an obviou s miscalcu lation, the 


average is actually $4.42 if we are to accept the 


calculations. 

If in turn we use the Catalog Section de tail count of 12,972 titles in- 


stead of the round figure of 11,500 used 
cost of $i|-.06 per title. 


we have 


25X1 


estimates 


The Consxiltants , in their report, quoted the 
detail. They did not document any experience factors of cataloging costs 
in other libraries which they may have used in arriving by comparison at 
the conclusion that “Cataloging costs (in the CIA) are abnormally high". 


nor that "in the "'average research library, a fair cost figure for the 


cataloging of books is $1.50 per title". The Task Force, has, therefore, 
no means of comparison. Independent comparisons do not bear out the 
conclusions . 


Search of the trade publications in the library field reveal little data 
on cataloging costs. This possibly bears out the Swank contention that 
comparative costs are misleading and worthless anyway. Two citations were 
found that shed some light on cataloging costs: 


( 1 ) 


"Preliminary data collected from eleven members of the 
Association of Pesearch Libraries indicate that the 
average cost of cataloging amounts to about $3*75 
per title and $2.50 per volume. Costs in individual 
libraries run as high as $5*90 per title and $4.74 


•per volume. 


S-E-C-R-E-T 


Sanitized Copy Approved for Release 2009/11/23 : CIA-RDP82TQ0271R0001 00120005-5 









Sanitized Copy Approved for Release 2009/11/23 : CIA-RDP82T00271R0001 00120005-5 

S-E-C-R. .R. .T 


TTR/9-16 


^is TOs in 1950-51. Certainly costs liave inc reased ranidlv 
s,,eadxly since that date. If we may trust 

'• s 'Udy , oiiT 1957 cost of $4.06;, or even $4.42. are not 
abnormally higb," 25X1 


( .) rare trade journal^ "Library Trends," for October 1953, con- 
tains an article, "Costs of Cataloging," by Felix Reiclmiann, 
ssislant Director, Cornell University Library, which states 
in part (p. 3OI) 


The large research libraries, however, continue 
to be preoccupied by rising costs of cataloging. 
Columbia University Library calculated for 195O-51 
an expense of $3.66 per title and the University 
of California Library for 1949 one of $3.34 per 
volume . " 


(3) To conclude this Part on comparative costs of cataloging, it is 
pertinent to quote again the Swanlc paper; 

"The studies in general, then, offer little help 
in the evaluation of cataloging costs. Most of 
them ar’e incapable of interpretation, in that 
variations in cost cannot be related to variations 
in the basic factors which determine costs and 
which, if related to library objectives, might 
form some basis for judgment. None of the 
studies, moreover, treats of cataloging as part 
of the broader bibliographical complex, a know- 
ledge of the total cost and function of which 
would be important to the evaluation of 
cataloging." (loc. cit., p. 63) 


S-E-C-R-E-T 
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Tavt I, 


Worlcload is Low , 

NOTE. The Task Force assumes that this subject should read "production" ' 

rather than "workload". 

1. This question^ like that on costs of cataloging^ is treated by the 
Consultants on the basis of comparison. We hold that^ like costs ^ avail- 
able production data are inadequate to permit evaluation in this manner. i 

2. The Task Force believes tha.t production of the catalogers was low in titles 
of intelligence interest because their efforts were expended on the 
cataloging of books which should never have been sent to the Section for 
cataloging. 

i 

3« The Spring 1957 issue of the American Library Association publication ■ 

"Library Resources and Technical Services" contains an article on cataloging 
statistics ’’Report on an Experiment" — written as a term paper by two 
candidates for MS degrees in Library Science. In this article are tabu- 
lations of the returns to questionnaires sent to University^ City and 
Specialized Libraries. A study of the titles cataloged versus professional! 
and/ or total employees used in cataloging reveals a wide range of pro- J] 
ductivity. CIA productivity figures show up satisfactorily by comparisoqx^ 
However the comparison is actually worthless because (a) all use from * 

10-50^ LC cards for their accessions^ (b) none uses the ISC system^ and ^ 
(c) none are comparable in mission and physical structure. This com- 
prehensive tabulation contains no production figures to substantiate the 
statement of the Consultants that 30 minutes per title should be a ^ 

standard for catalogers. 

4. The Consultants cited the production of Yale and the Department of State ^ 

and said that State was comparable to the CIA by character. In the tabu- 1 

lation cited above^ Yale had the lowest rate of production per professional ! 
employee of any of the 29 academic libraries listed - a rate approximately 
505& of the CIA rate. Rroduction at the Dept, of State library is also lower' 
than that at the CIA. Comparable statistics follow: 

Hourly; 

New Added Total Hourly Cat. < 

Titles Copies Prod. Cat. Rate 

Nev^ per per per Rate (Units 

Prof. Titles Added Prof. Prof. Prof. New per ' 

Staff Processed Copies per Yr. per Yr. per Yr. Titles V Hour)^ 


State 


New 
Titles 
per 
Prof, 
per Yr. 

Added 
Copies 
per 
Prof, 
per Yr. 

Total 

Prod. 

per 
Prof, 
per Yr. 

Hourly 

Cat. 

Rate 

New 

Titles 

673 

1,565 

2,238 

.27 

1,179 

1,442 

2,621 

.65 

1,175 

722 

1,897 

.65 


25.569 59.479 673 1,565 2,238 .27 1.24^ 

12,972 15,660 1,179 2,621 .65 1.45'' 

14,103 8,661 1,175 722 1,897 .65 1.05 ' 

y Work hotirs per year calculated as follows: 225 days or l800 hours,^ 

S-E-C-R-E-T \i 
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ments^and^ln°+h°* Force the Consultants erred in their state- 

ments and xn the factors used, or quoted, in their discussions. 


6 , 


remarks^^^n^n+^ cataloging operation, sparked by the Consultants 

versus nnn i need for a better balancing of the professional 

irnoJ ^°'^-J'''°^fssional personnel in staffing the Cataloging Section, 
too low proportion of non-professional staff has been 

thrown a considerable clerical-type load on the 
^oiiaT- catalogers, and this, in turn, has increased our per title 

dollar costs and reflected unfavorably on production figures. 
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ifert I. 


_j^_CataloginK st aff Should be hoi-p 

S SSeSlistlfind conclusion 

ceding Pnrts If th^ unsound for reasons discussed in the pre- 

the nSttber of ^ system shifts from the ISC to the LC system, 

SLv™ If Lf 33 1/35& or from 9 to 6 . 

catalogers is uon-professionals, typists and clericals to 

17 to 14 (see Part ttt^ s-med, the total staff can be reduced only from 

some Tqr lint • • ^ woriaoad) . If provision is made to recatalog 

until the rec^tS ^ system, the total staff can not be reduced 

lontil the recataloging is completed. 
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Comilinilaon of r:.,.3lbl» syiitena tor CIA Llhrnr 


Library of Conf.T’eas 
Syatem 


Present ISC System 


Revised ISC System 


1, Piu*poac of Syatem 


Primarily for books - adopted by Designed for indexing of documents ISC revision is concerned solely 
most major American Libraries, - usod only by the CIA for books. with document indexing. 


2. Ability to Record all 
Subjects 


Can record all subjects. Special Designed specifically for intclli- Same as for present ISC system, 
interest subjects can bo exp?indcd gence subjects - can be adapted 
as required, for other subjects and books only 

with difficulty. 


3. Access by Subject to all 
Relevant Material 


Complete subject accessibility. Universal coverage in theory; in Same as for present ISC system. 

practice, has not been tested to 
include all documents, FRIS re- 
ports, cables, periodicals, etc., 
nor all books. 


It, Compatibility with Outside 
Cataloging Systems 


Is fully compatible v;ith the 
systems in effect in most open 
sources of research material - 
since all major libraries use 
the LC system. 


Incompatible with all other 
open literature indexes. 


Same as for present ISC system. 


Orientation of Customers 


Order of the alphabet is common 
knowledge and is constantly used 
in other situations. Customer 
has learned and used vjord and 
phrase dictionary catalogs 
during bis academic career. 


Customer must convert words into 
numbers to search subject catalog, 
and geographic names into area 
symbols to search the area 
catalog. 


Same as for present ISC system. 


6# Permanence 


Minor modifications, improve- 
ments and adaptations are easily 
made within the system - per- 
manent in that the basic system 
has never changed. 


Changes in subject interest or 
specification have altered the 
basic structure of the system 
and required extensive receta- 
loging. 


As a new system, there will 
almost certainly occur many 
changes in subject interest or 
specification under the revised 
ISC which will alter the basic 
structure and require subsequent 
large scale recataloging. 


Simplicity of Cataloging 
Procedures 


It. is easier and less time con- 
suming to classify a book under 
the LC system. It considers 
first the subject as a whole- 
then secondly identifies the 
parts of the subject. 


Designed primarily to index frag- 
mentary information found in 
documents, not broad scope treat- 
ments found in books. 


Might be adapted to bring broad 
scope subject treatments to- 
gether . 


0. Al llity to Accept LC Cards 


None - precluded by IBM appli- 
cation. 


If machine processing were dis- 
carded, 3x5 cards may be used. 


9, Card Filing Methods 


Cataloging Section to maintain Although IBM subject and area 
aU catalogs manually. Standard cards are still punched for 
^ X 5 cards to be used. Cards machine control purposes all 

to bo locally reproduced by filing of cards is now manual, 

mimeo process. 


Manual maintenance of catalogs 
recommended. 


10, Catalogs to be Maintained 


Continued on next page . 


The catalogs maintained v;ould be: Author-Title 


Author-Title 

Subject 

Area 

Shelf List 

The first thi'ee may be maintained 
as one catalog or us three cata- 
logs^ three independent catalogs 
art) rficonmonded. 


Subject 

Area 

Index 

Shelf List 


Author-Title 

Subject 

Area 

Index 

Shelf List 
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flew Equipment Requlreraenta 


Staff Requirements 


Recruitment of Catalogers 


ll4* Impact of Conversion on 
Other Library Components 


IS* Speed of Processing 


Cost (see Part III, F) 


y 


Library of Con p rrm^ g 
System 

Conversion to 3 x 5 locally re- 
produced cards would require i 
new catalog fHea 
card printing equipment 
photo card reproduction 
equipment. 

Continuation of the present IBM 
wd system is not possible under 
the LC system. 


Activities under the LC system 
would differ from the present 
system and require a rebalancing 
of the staff. Activities would 
bet 

Catalog & Review/Revision - Prof. 
Search of LC Catalogs - Non-Prof. 
Added Copy Processing - Non-Prof, 
Catalog Maintenance - Non-Prof. 
Stencil tt Card Typing - Typist 
Book Labeling and 
Distribution - Clerical 
Production of Cards - Clerical 


See other columns. 


Experienced or knowledgeable 
catalogers should be more 
readily available, since the 
main features of this system are 
common knowledge. 


During the conversion period 
there will be two book col- 
lections and two circulation 
procedures. 

New space for the old col- 
lection must be found, prox- 
imity important. 

Library staff and customers 
must be reoriented. 

For benefits see other 
entries this column. 


Adoption of this system will 
speed up the overall cataloging 
process because: 

a. The system is easier to apply 
to books. 

b. Book cards will appear sooner 
in the catalogs. 

c. All machi ne processing and 

I I reproduction is 

eliminated by the 3 x 5 card 
system. 


Professional catalogers are re- 
quired but roust be trained in 
the unique ISC, 


Revised ISC System 

If 3 3c 5 cards used - the fol- 
lowing equipment would be re- 
quired: 

new card files 
card reproduction equip- 
ment 

photo card reproduction 
equipment. 

If IBM cards retajned, no new 
equipment is required. 


Conversion to the revised ISC 
might well include a rebal- 
ancing of the clerical and pio- 
fessional personnel assign- 
ments in the Catalog Section, 
The savings to be realized 
would appear to be small. 
Staffing to produce 3 x S cards 
would also appear advisable. 


Same as for present ISC system. 


Same as for LC system. 




About as fast as under present 
system because catalogers must 
continue to make most of 
basic decision a. 


S-E-C-R-E-T 
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III. POLICIES AND CAmLOGING SYSTEM FOR CIA LIBRARY. 
A. Recommended. Policies ■ 




identifv^i-v>o clearly enunciated statement from higher authority to 
nor the relatTv«^^ coverage of the book collections in the lAC community; 
has nn c;im-na intensity of their coverage by either subject or area. CIA 
ein’dp +Vio a directive. There is no comprehensive OCR directive to 

operations, either short or long range; and no corres- 
policy ^idance for the selection of books to fill the collection. 

V 1 Q 1 - ^ direction, in its logical sequence and fully correlated, 
neither the Cataloging Section nor related Library activities have been in a 
position to operate effectively and efficiently. 


Kiis Ta^ Force, while primarily interested in the specific subjects set forth ^ 
in the Problem, believes that no cataloging system can be made to operate 

properly in the absence of such policy guidance. Therefore, the Task Force pro- 
poses the following: 


Bolicy on Coor(^natlon of the Collection of Open Literature by the lAC 
Community (.similar to the Farmington Plan fnr t.hp nnii or, r,f foreign 
literature by American Universities). 


i 


The limitations of money and space in each lAC Agency precludes each 
from having a worthwhile collection adequately covering all subjects 
and areas of knowledge. Furthermore, present practices are costly 
from a dollars and cents standpoint and result in collections of 
imknown value. 


b. 


The most efficient system among the lAC agencies woiold appear to be 
one which would recogni.ze a primary subject field or fields as the 
specific responsibility of each associated agency, with secondary 
fields assigned as appropriate to each agency. This would permit 
each to concentrate its full resources on a specific subject, to the 
end that the Conimun.ity as a whole would have an excellent collection 
in all subjects rather than a number of uncoordinated general collec- 
tions. Each participating agency could then collect to a lesser 
extent to meet its own reference and Ad Hoc subject requirements, with 
the full assurance that any seeker for specialized knowledge could find 
it in a specialized collection in the community. 


I 


With such a distribution of primary responsibility, the acquisition, 
selection, cataloging and other library activities in each agency 
could be efficiently and intelligently planned and performed. Re- 
searchers would, by publication of this collection policy, be in- 
forraed of the location of the specialized sources for each subject. 
This proposed system coixld be expanded eventually to (a) provide a 
union catalog of selected holdings of the associated libraries and 
(b) utilize any prior cataloging performed by other agencies. 


A 


S-E-C-R-E-T 
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This Task 
committee 


Force suggests that AD/CR request the lAC Ad Hoc Sub- 
Information Processing (AHIP) to undertake a project 
”o assign primary subject and area fields of responsibility to each 
raerriber library and to determine and evaluate their individual 
ea.pabilities and resources for fulfilling such assignment« 



Scope and Coverage of the CIA Intelligence Collection » 


It is imperative that OCR have a clearly understandable policy state- ^ 
ment on this subject - whether it stems from a logical spread of > 

subject responsibility araong the lAC agencies^, as propoov=;.- ±n par* 1 
above ^ or;; lacking such guidance^ is developed by AD/CR* This basic 
authorizing document is essential as a foundation for subsequent policy 
statements and any effective planning concerning acquisitions;, budgets, 
selection, cataloging and the staffing and operation of all Library com- 
ponents 0 The policy statement should be directive in nature and be 
explicit as to the subject and area fields of primary and secondary 
interest to CIA wi.th indicators showing the procurement intensity for 
ea.cho 


b* 


A publication of the Armed Forces Medical Library (now the National 
Library of Medicine) dated 27 December 1955^ subject "Resume of Scope 
and Coverage of the Collection", might we3J. be adopted as a model for a 
CIA policy statement provided the introductory paragraph(s) are witten 
in a more directive tone* The format, the use of the commonly under- 
stood Library of Congress classification structure and the simple 
numerical ratings of the desired depth or intensity of coverage, are 
easily understood and permit later change of emphasis when necessary 
\^ri,thout complete revision of the entire document* (See Exhibit next page 


This Task Force recommends the early publication of a directive policy 
statement on this subject for the reasons, and along the lines, dis- 
cussed above* 


3* OCR Policy for the Control of Acquisitions for the CIA Intelligence Collec- 


tion* 


For like reasons, there must be a clear and authoritative statement of 


policy governing acquisitions if cataloging is to be conducted as an 
economical and efficient library operation* 


b. 


The Armed Forces Medical Library publication referred to above, could 
be adopted as an excellent format for this policy statement ^ expanded 
to include budgetary limitations for subjects and areas and with clauses 
to* }irovide for and/or limit purchase by overseas Ribllcations Procure- 
ment Officers* 


This policy docximent, \rl.th subsequent revisions, would serve to keep 
all responsible officers informed and would provide a time basis for 
operational planning in all associated activities. 
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TTR/ 9-24 
LM (B- 5 a) 

27 December 1955 


aemed forces medical library 

Washingt.on 25^ D* Ct, 


27 December 1955 


LIBRARY MADJUALs B- 5 a 

SUBJECT: Resume of* Scope and Coverage of* the Collection 


1 « skeletal collection 

2 - reference collection 

3 - research collection 

4 - exhaustive collection 



AS 

(1) 

1 

( 3 ) 

2 

(2) 

5-911 


AY 

( 3 ) 

kQ -59 

W 

81. m 4 


AZ 

(2) 

101-106 

(2) 

200-908 

(2) 

999 


B 

(1) 

41-48 

(1) 

49 

(1) 

50 

(1) 

51 

(1) 

67 

(1) 

69-491 


BC 

a) 

9 

(1) 

11 

(1) 

50-57 


Academies and learned societies 

Periodicals devoted to general interests of societies 
Yearbooks;, etc* 

Publications of general societies,, by country^ etc. 


Yearbooks,, almanacs,, directories (general) 
By country,, date,, etc* 

By subject (popular only): medical 


History of the sciences in general. Scholarship and learning 
Philosophy^ theory,, etc. 

History 

Popular errors^ superstitions,, delusions 


Philosophy 

Dictionaries 

General works 

Special^ by subject,, A-Z 

EncyclopedJ.c works 

Relation to science 

Comprehensive works. Compendsi 


IVianuals 


Logic 

Dictionaries 

Comprehensive- works Early 

Theory.., nature,, scope;, relations;, etco 


The numerical rating shown opposite each of the following subjects 
(selected from the Library of Congress classification schedules) indicates the 
depth to which the Library ^^all collect publications in a given subsject. The 
meaning of the rating numbers i.s as follows (cf. Library te.nual B-*53 subject^ 
Scope and coverage of the Collection) : 
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Task Force re commerids the early pui/M . ’.'ion of a directive policy 
a 'eiiient. on this subject which vri.ll x'-tjolve the problems cited above. 

O ' ^leci'ron the S election o f T-r.ok c for the CI/V Intelligence 

a. This Task Force is concerned, with this subject because of its impact 
on the cataloging operation - which is extensive, as indicated else- 
where in this Rirt and further amplified below. 

<« 

b. Adeqimte policy guidancf:. as to the (a) CIA fields of primary interest 

in the lAC Community,, (b) the scope and coverage of the CIA Intelligence 
Collection, (c) the CIA acquisitions program and (d) a clear and firm 
decision as to what will and ^rill not be in the CIA Intelligence 
Collection^ will ipso facto o determine and restrict the ’^Selection” 
policy • However ., there are additional factors which this Task Force i 
believed should be considered. ^ 

... ! 

(1} It is necessary j, from a service standpoint;, that channels be 

developed and announced through which OCR can be informed of new 
and forthcoming intelligence projects. Appropriate Library- 
officials eouJ.d then evaluate the research requirements of the 
projects,, the on-hand resources to support later demands and act « 
to obtain additional material. ^ 

(2) Policy;, functional or procedural devices should be developed ana i 

enforced to g>j.arantee constant appraisal of the use of existing ; 

book stocks in the CJA collection and the failure of the collection! 
to supply demands made upon it. Such constant evaluation is the ! 
only sound basis for necessary revisions to scope and coverage^ 
acquisitions/selection policy;, intensity of procurement;, and other ^ 
governing directives. 

i 

( 3 ) Foreign, language selection requires the use of staff having i 

superior lingiiistic qualification^^ otherwise the cataloging staff 
may find itseXf processing foreign language materials which fall , 
outside established selection policy. \ 

c. This Task Force recommends that the foregoing be considered dioring the 
development of a Selection Policy. 


OCR Bolici 


Elimination of Titles from the CIA Collection. 


There will be a limit on the size of the CIA Collection by virtue of 
space restriction and for other reasons^ for example^ continuing 
obsolescence within the collection because of shifting emphasis as to 
subjects and areas the general preoccupation \^th current problems, 
etc. Tlie availabiiity of vast and permanent research collections in 
the Washington area eliminates justifica-tion., in our opinion, for the 
retention in our collection of older and infrequently used books. The 
proposed shift to the Library of Congress System will present a need 
for screening of the present ISC collection to determine which titles 
are wo:rthy of retention. Lacking policy guidance, the screening and 


S-E-C-R-E-T 
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process could be a chaotic affair resulting in unmanageable 
vrorkloads for the Catalog Section since it must process every book 
removed from the collection. Input and outgo must be equal vhen 
the collection has reached its maximum size -- either as determined 
by policy or dictated by space limitations -- hence there is need 
for a firm policy directive to govern this activity. 


b. A weeding policy shor7jLd provide for identification ofs 
(l) Books and classerS of books that are seldom used. 


( 2 ) 


Books and classes of books made obsolete by revisions to the 
policies governing scope and coverage of the collection and by 
revisions to acquisitioni-/selection policies. 


(3) 


Books superceded by later, more comprehensive or more sophisti- 
cated coverage o 


(4) Books that must be disposed of because of higher priority demands 
requiring the space or funds or processing capacities. 


This policy is needed upon adoption of the LC system because it must 
govern the di,sposltion of the present ISC Collection. We recommend 
that the ISC Collection be relocated;, operated and disposed of 
according to the foregoing policy and in this sequences 




( 1 ) 


Recatalog the present Reference Collection during the first 
two (2) years - as provided for in the staffing of the proposed 
new Cataloging Section, 


( 2 ) 


Immediately isolate the balance of the ISC Collection and collect 
use records over the first two (2) years. Based on these records 
and the appropriate selection policies,, identify elements of the 
Collection to be recataloged to the new LC Collection. 


(3) 


Retain the remainder of the ISC Collection for further measurement 
of use or dispose of it to the Library of Congress immediately 
as may seem appropriate at that time. 


6. Policy Governing the Furnishing of Library Card Catalogs and Card Service. 


The proposed for an expendability policy discussed elsewhere in this 
part should eliminate some of the expensive demands on the Cataloging 
Section to provide catalogs or card service to dispersed Library 
Branches , unrelated Agency components and to individuals . In the new 
building* there should be less reason for legitimate Library Branches. 
Regardless of past practices., in planning the new cataloging 
operations prepared in this report we believe that it is essential 
to limit the number and extent of these services. Branch Libraries j 
regardless of number or location., should be. provided only Author/Title 
catalog'servlce. This Task Force believes^, as expressed elsewhere in 
this Report., that the coll.ections now held by other Agency components 
are of a nature outside the scope and coverage to be expected of the 


S ..E-C-R-S-T 
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should be considered as expendable "tools of the 
.rade , and be controlled by the owning component under some simple 
a ainistrative procedux'e. In the matter of card service to mis- 
cellaneous individuals^ we recomiaend that the service be discontinued 
in totoo^ If the need for an Accessions List for books can be proved^ 
such a list could be created as a by-product of the 3^5 catalog card 
operation. It could be issued separately or as a part of the IPI. 

A card production service should not be used to provide such expensive 
individual service. 


I 




h. 


The reasoning above is based on the following functions of the card 
catalog. The card catalog must be able to answer tv;o types of cLuestions: 

(l) Does the Library have this specific book, e.g.. Dean Acheson, 

"A Democrat Looks at His Party"? 


(a) This question reqtiires an Author/Title catalog and we ( 

believe that Branch Libraries should be equipped to answer 
it. 

( 2 ) What material, if any, is there on this subject, e.g., the 
intelligence apparatus in East Germany? 


(a) This type question requires a Subject/Area catalog and 

reference to all other resovirces available. Adequate answer 
could not and should not be sought in the Branches, in 
private collections, nor from individuals holding a limited 
category of cards. The Library Reference Branch is designed 
to be the central point for searches for all pertinent matter 
on a given subject. 

c. This Task Force recommends that the policy on this subject; 

( 1 ) Prohibit the cataloging of books for collections ot her than the 
CIA Intelligence Collection, e.g., QMHat - SOVEIX - 
Medical - Legal - etc. 25X1 


(p) Prohibit the distribution of selected cards to Individuals 


(3) Establish the CIA library Card Catalog system as: 


Reference Branch 

1 Author/Title Catalog 
1 Subject Catalog 
1 Area Catalog 


25X1 
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Barton Hall 

1 Author/Title Catalog 
I Author/Title Catalog 


HIC Collection 

i Author/ Title Catalog 
(HIC books only) 


TTR/9-^9 


25X1 
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Part. EEL - B 


S’^E*C'*'R*E*T 


'raR/9-30 


CIA COLLECTION 


ORGANIZED UNDER PROPOSED 


LIBRARY OF CONGRESS CLASSIFICATION SYSTEM 


OLD ISC COLLECTION 


Iinmediate 

Discard 

Retain 

Temporarily 

Recatalog 


To Library 
of Congress 


NEW L.C. COLLECTION 


Book Collection 
shelved 
according to 
Library of 
Congress System 


Fo^ 

Re cataloging 


Into the 
Collection 


INFLOW 0f new 
books for the 
Collection - 
under policy 
control 


CATALOGING SECTION 


Catalogs I Maintained 


Reference Branch 

Author I 

Title 



Caxjds 

fum3^sh0d 

fqr 

inforniation 


C atalog Section 

Author 

Title 


Shelf 

Ust 





(HIC books only) 


S-E-C-R-E-T 
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Part XXL - C BOOK PROCESSING AND CARD PRODPCTION 

UNDER 

library of congress system 


book processing 


Incoming 

Books 


CARD PRODUCTION 


Acquisitions 

Branch 



Selection 

Operation 

V 


Selected for the 
CIA Collection 


Receive 


Distribut 


Identified 



S-E-C-R-E-T 
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T'n?./9' 


Part III,, 



D. 


Cal a l c^ing- Wo rkload s ,^_Sta.nda.rr’i,g a,nd Staffi 


M- 


All. caleiilations in this Part 

Sl n 


are predicated on the followi.ng assumptions: 


That the recommended basic policies on scope acquisitions selection,, 
weeding and cataloging will he .fo.rmulated approximately as proposed*, 

bo That the .rate of input, of new titles to the CIA Collection will remain 
at about the present level .for the next t wo years . At that time the 
actual imjjact of policies budgets _j, etc*n on input will have been 
experienced.^ and the m.a.,ior recataloging of the ISC Collection can be 
plazmed • 

2o Cataloging V/o.rlcload.: 

a* Workload has been cai.aaiated in tw~o phases to allow for determination 
of experience factors including the following: 

(,l) Impact of policy gal dance » 

( 2 ) Changes irx budget for the bock collection. 

Experience with bhe Library of Congi’ess system during a shake- 
down periodo 

(k) Disposition of t.he present ISC Collection during and after a 
screening/weeding process » 

b. The workload during the first phase - two years of operation from date 
of conwersion to t.he LC system - is calculated to continue at the pre- 
sent. ra.te - about 12^000 new titles per yearo There is no basis for 
any oi.her calculation. Our estimate for added copies/added volumes is 
8. .000 per year - a. reduction based on the proposed new accountabilit 
policy. Thus 20.000 volumes will be put into the collection per year. 

In addition;, ws h8.ve planned, during this x>hase for certain essential 
3 "ecatal,oging from the old ISC col.lecbiono 

Co Before the end of the first phase it should, be possible to calculate 
the new average rate of input to the collection and the amount and 
priority of any further recaialoging from the o.ld ISC collection. 

The Cataloging Section T/O :^an then be adjusted accordingly. It is 
possible that the workload raa.y also be affected by experiments plarjried 
to determine the amoun.t and kind of help to be obtained from utilization 
of IC processing for: lt.s Monthly Index to .Russian Acees.sions and the 
Fa s European A>ccessions Index . 


3. Standards - ncvr material 
a. .Proressional 


cataloging - to J.nclude origj.nal descriptive 
and subleet cataloging and classi.fication 

catalogrng review - to estahl.ish unlfc-rmity 
and. consiBtency in original catal.oging 


pel' hour 
lo2 titles 

7,2 titles 


M 
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D 


TlR/9-33 

hcnjir 

15 titles 
6 titles 
20 volura.es 
100 cards 
per hour 

30 roatir 
k2. cards 

200 cards 


1 . Non-pro:f e.s s tonal 

search and ider.’r-i..f'y i'it.les 
cahal.og vlfh IC cards 

cataloging of a.dded copi.es and added volumes 
catalog C3:t;'d fi.l..l,ng arid catalog maini;enance 
c. Clerical {.Including typing) 

( 1 ) Typing 

t;yp.lng stencils .tor catalog cards 

comp.leting ca'^a.log cards - e.g. typing 
F: ut ,] ec t h eadlngs 

card Bcrti.ng a.nd pT'elimi.nary alphabetizing 

( 2 ) Card prod,uc tiozi 

card producti.on from stencils (average 
of 21 cards per stencil.) 

card. sor t. 

( 3 ) Book handling 

receive^ sort and, distribute volumes 

la.bel - vrr'J.te r ail, number on labe.l and 
paste on spine 

ko Standards recataloglng 

a. Professional •• no recata,loging duties assigned 

b « DJon-prof ess ional. 

sea.rch titles for LC card ord.er .num.ber.S;, 
verify IC subject hea-dings and. classification 
or adapt:, to C.IA prac.oi.ee;, verify Cutter number, 
c:rd.e.r LC cairds 

Ml other^ .non-pro.T:e:Ssior.tal and clerical operation, .s per.fomied at 
x^ates specl;.Ci.ed par.i 3.v ^ and c above « 


15 stencils 
900 cards 

45 volumes 
30 volmes 

per hour 


2*6 titles 



S E C ,H .E T 
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5 - Stai-.-fing ef/fimates 
a. A?.8’ainpt.i,o'D.s 


^ i-) Workload 

dl.soiissed in par» 2 above^ an annual rate of receipt 
oi x.c.,uoo new titles and 8,, 000 additional copies or volumes is 
assumed. Of tbe 12 ,,000 nev titles., it is estimated that LC cards ' 

1.200 titles per year. The balance, > 
by Se cataloging 

(2) Workload - card production, 

A p^q■ui.r■ement c f: 2.1, cards per .new title is a.ss'aiD,ed in the cal“ 
cui.atxon c.f Soari reqaiLt'emexit-.s for card prod(j.cti.o.riQ 

V.3) Basis to:r: calc iiLat. Ion of net a.vailable mar hour’s « 

gross hours per year' per employee 20 80 

le.ss 8 hclidays « 54 

201^ < 
1 

les.s estimated, armual les^ve @17 da.vs per year -1^6 

i5§o ^ i 

less estdmat;e:d. ,ei:k leave @10 days per year - 80 

IBoo 


les.s losses of productive time due to security 
c-hecks . coffee Ireahs., make ready etCo 


1 e s s t rai.ril, np; 

Total - net iaanbo'ors available per year 
Caleula.t.i.on - professional .staff requirements 


.Fancrion 


Work Standard 
per- Hour 


Estimvated 
Workload 
per Yea.i; 


Staffing 

Requirement 


Original, cataloging 1«2 tirle^ 


10:, 800 volumes 6 bodies 


Review 


7n2 t.i, ties 


10 .-,800 titles 


1 body 


■S-E' 'G-R-E-T 


Sanitized Copy Approved for Release 2009/1 1/23 : CIA-RDP82T00271R0001 00120005-5 



Sanitized Copy Approved for Release 2009/11/23 : CIA-RDP82T00271R0001 00120005-5 

S-.E“-C~H-E-T 




Calculalion - non-professional staff requirements 


TTR/9-35 


Function 

Work Standard 
per Hour 

Estiraated 
Workload 
per Year 

Staffing 

Requirement 

Search 

15 titles 

12,000 

800 hours 

Cataloging ^»lth 

K! Cards 

6 titles 

1,200 

200 hours 

Cataloging 
added copies and 
added volumes 

20 volumes 

8,000 

400 hours 

Ca,talog card 
filing and catalog 
maintenance 

100 cards 

132,000 

Total Hours 

1,320 hoiirs 
2,720 hours 


Staff 


2 bodies 


d# Calculation - clerical req[uirements 


Typing 

Completing catalog 

^'2 cards 96,000 cards 2,285 hours 

Card sorting 200 cards 132,000 cards 660 hours 

Card production 30 stencils 10,800 stencils 360 hours 

Car'd sorting 900 cards 226,800 cards 252 hours 

Receive and dis- 

trl.bute books 45 volumes 20,000 volumes 444 hours 

label volumes 30 volumes 20,000 volumes 666 hours 

Total Hours 5,027 hours 

Staff 4 bodies ^ 

The exact calculation is 3.3 bodies - the balance -will he applied 
over the first two years in support of re cataloging. 


30 stencils 

42 cards 
200 cards 
30 stencils 
900 cards 

45 volumes 
30 volumes 


10,800 titles 360 h'ours 


2,285 hours 
660 hours 


Recapitulation 


Professional Staff T/O 

Chief of Section 1 

Professional Cratadogers 6 

Reviser 1 

Sub-Total - Professional Staff “H 

Wcn-Professionad Staff 2 

Typists 2 

Clerical 2 6 

Total T/0 U 

T/O requirement for selected recataloging (see par. 6 below)_3 
2 non-prcfessional., 1 clerical Grand Total I7 
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ai v . 


6 . 


TTR/9.-36 

tionf^'^loSthttardinff selected portions of the ISC Collec- 

moratorium onrSf? recommendations of this Task Force for a 2 year 
A-5 c) it ic; losing of the general ISC book collection (cf Part III 

coLeetion ! ITf-fTf present reference 

immediatelv titles - must be recataloged starting 

titles ner^vf^nv^ recataloging can proceed at a rate of 4,000 

pronospi that'i-h^ cataloger, or twice the rate for new cataloging, we 
fesslonalc, (\ established an additional staff of two non-pro- 

S'OOO ® clerical to type 

reau-re”artHn-f additional immediate recataloging vrill 

square additional staff over and above that calculated herein. 


e» D 
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Fixrnil-.ure , , 


Tl'R/9-37 


and Space Requirements • 

space t-o ^ certain f>arnitnrej fixtures, etjuipment and 
Congress SyS.em 'is‘ adopted!""’'"^ present facilities when the Idhrary of 

as*^+vo piuture relati ^ AD/CR policy decisions 

fjj0 I — subsidiary collections as SOVEIX, QMHat, ' 

deci sion^, as +n 3'® Branch Libraries; and on policy 

for ^i Tv de‘^irnao''-h control of text books, special reference books 

of Agency technicians, etc. (the expendable 

poli-ies and limitations recommended by this Task Force as 
necessary^ ®''^opted and enforced, the follovdng equipment will be 

11 Catalog Cabinets (for 3x5 cards) 

^ylord Model 356 0 -M or equal 
(72,000 cards in Sc trays) 

1 

1 Mi.meo graph Ffe, chine for catalog cards - ISfodel 4l6 . 

A, B. Dick Co. Model ’ 

1 library of Congress Classification Schedule (for Cataloging Section) • 

1 Library of Congress Subject Heading List (for Cataloging Section) 

4 . Supplies that must be on hand at the initiation of the LC system are: [ 

1 Set Catalog Cards (for Subject Catalog) * 

Gaylord Mo. 3^5 ^ 

I 

I Set Library of Congress. Catalog Guide Headings (for Subject Catalog) ' 

Gaylord. No. 425- A I 

9 Sets Catalog Guide Cards (for all Author/Title Catalogs) i 

Gaylord .No. 3.50 - cut .fifths 

100,000 3 x 5 1 :’la.nlc catalog cards - punch ed - medium wel.ght - 

o ff tvhlt e - .first quality ‘ 

2,000 Special A. B. Dick Ivlimeograph Stencils ■■ perforated - for 

3 X 5 card - 4 cards per stencil i 

i 

Plus the USU.S.1 ink, pads... trays, etc. for mimeo ope.ration, i 


S-E"C™.R-E-T 


Sanitized Copy Approved for Release 2009/11/23 : CIA-RDP82T00271R0001 00120005-5 





Sanitized Copy Approved for Release 2009/11/23 : CIA-RDP82T00271R0001 00120005-5 

S-,E-C-.R-E-T 


TTR/9-38 

The apace si*ua.tiorj. g.c .fellows: 

a. Book storage sp8,ce .Is &xba,usted. 

against extensive weeding of the collec- 

annual rate of approxi- 
^ ^ ^ 10 j, 000 veil jra.es at the very miriiiii'uni o 

7' crowded in its M Building location 
1 " ir.ef.i?i.c:lency and in addition ixn.der present pre**- 

posals, must have a nrlniiaum, of I.50 square feet of space for card repro 
duction purposes o ^ ' 

e. Acceptance of the majer recommendations of this i^sk Force v/ill re- 
quire the establ±.shmen*- of a sepa.rate LC collection. 

The following are proposed as .so,lutions to the foregoing problems: 

a. Ex.change space now occupied by Cataloging Section and Reading Room. 

b. ^ve ISC (excluding Raference collection) to the closest usable space, 

(estimated at squai'e feet, including space for attendants). 

c. Start IC collection in present ISC stack space. 


S-E-C-R-E-T 
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TTR/S)-3cj 


Part III-F. 


Book Cataloging 

Cost Comparisons 

ISC (FY 1957} Versus LC Systejn (fy 1959) 


ISC System (Est. FY 1957 Costs) 


LC System (Est. FY 1959 Costs) 



Salaries (Catalog Section) 
Professional (lO) 
Non-professional (6) 


Supplies (Catalog Section) 
Stencils (Multilith) 15,500 
I4isc. Supplies 


Salaries (Catalog Section) 

1. Original Cataloging 

80,405 Professional (8) 

Non-professional (6) 

2. Recataloging from ISC 

Non-professional (3) 
(2-7's & 1-5) 

Supplies (Catalog Section) 
Stencils (Mimeograph) 

700 l4o Quire (96 per Q) 

Ink and i^chine Supplies 
Card Stock -3^5 
235^000 ^.25 
LC Card nur chases 

Original Cataloging 

Titles X cards 
2 . Re cataloging Items 

8,000 Titles x 21 cards 


1;3,865 

25.535 


t^ichine Division Costs 

Equipment Rental (pro - rata ) 
IBM cards (730,000 (^ 1 . 0 ^) 
labor 


Card production 

15,500 stencils '^.^2 


8,0 60 

Total Cost 


8 ,o 6 q 

$93,91^ 


Total Cost 


S-E-C-R-E-T 
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[’art XII-F. {oorit'd) 


m/9, ho 


Production 


Unlt^at 

Comput*tlonj 


Library of CongreaB 


Library of Conprega Library of Congreoi 


^cl. Card Production Incl, Card Production Excl, Card Production Sxcl. Card Production 

rjccl. Rep/1 n^T^nf. Tnpi _ t -i « ^ _ ^ » ... 


DETAIL 


Profeaaional T/O 
Versus Mow Titles 
T/O and Salaries 
New '^itloa 


2, Total T/O versus 
Total Volumes 
T/O and Salaries 
Total Volumes 


3. Total Cost 

Versus Total Volumes 
Total Cost 
Total Volumes 


AMwx# wai u ri uuuui# 

Excl. Recataloglng Incl, Recntalofrincr 

~ I Wnit TuHI 

Basis Cost Basis Rn.n 


(6) eh6,600 

12,000 


Incl. Recataloging 


Excl* Recataloglng 

pOnTT 

Basis Cost 


Unit 

Cost 

Basis 

Unit 

Cost 

Basis 

TJnii 

Cost 

Basis 

3.88 

No additional 

professional 

personnel 


No additional 

professional 

personnel 


Mo additional 

professional 

personnel 


(Ih) $68,620 

20,000 


(Ih) $71,703 

20,000 


(17) $8l,3h0 

32,000 


(17) $90,h23 

32,000 


(15) $71,000 

32,000 


Comparison not 
valid 


(12) $61,280 
20,000 


Comparison not 
valid 


(10) $55,650 

10,912 


(16) $77,670 
2h,626 


(16) $91,179 
2h,626 


1, For purposes of comparison all salaries in above computation are adjusted to the entrance salary for each appropriate grade as 
shown in 1955 pay schedules. Normal In-Grade promotions FY 1959 over FY 1957 • will have increased the present ISC T/O salaries 
by approximately $h,600 (base step to 3rd stop for 16 people). 

2* Production under the ISC system is actual; production listed for the LC operation is based on Task Force estimates, 

3, Cost computations for the LC system are calculated four ways to a d just for the basic variations from the present ISC system: 

a. Card production is proposed as an inherent part of the cataloging operation under tne LC system - it was borne by 
Machine Division, OCR, and Printing and Services Division, OL, under the ISC system. 

b, Recataloglng is a new operation which will be an additional cost under the LC system, until the ISC collection is completely 
disposed of. 
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TTR/9-^ll 


Kirt III„ 

G . Conversion Sch firini ^ . 

Sequence c.f Actions; 

Classification System and Task Force 

2. Issue clirectdves and. policy statements required. 

3* Initial, steps; 

a. Ar-range for space tc rehouse ISC collection. 

b. Ac.eoinmoda,t;e old. ISC sn.el.-vi.ng to new LC syst-emo 
c« Order necessary e quipin.ent-. s 

(’l) For Ciroiila.tion B.ran,ch to maintain and service the old ISC 
collection. 

(2) For Ca.talogi.n6 Seo-t..io.n to install catalogs and per.fomi card 
reproduction - see Parr III E. 

4. Long range £-".epf; 

a. .Revise Catalog Section .lob descriptions and initiate rec-mltment. 

b. loca'te and clear a perec.u experienced in the .library of Congress system 
to assist in the tr,ai.ning of ca.taloging staff - a 6 weeks project full 
t.iiD.e . 

c. Bring Library o,f Ccngre.ss Classification Schedules up 'to date. 

d. Correlate LC Sched,ul.es with cld ISC and work out modifications wi.t.h 

I ].iC Consultant to the ISC revision project. 

25X1 

e. Revise Ri-ocedure tfenua.! for Catalogi.ng Sect'-ion and train staf.f. 

f. Set cut“ 0 .f.f for' -t.a'raina tion o.! dBC cataloging and a.n initiation date 
for the LC s,y.stem. 

g. Initiation date for recataloging cf Reference col.iection follows "f 
above and is contl.ngen-*- upon the recrai-tme.nt an.d training of 9 non- 
professionals (C-S-7) and 1 typist (GS-5) (see Part .HID). 




S-.E-C-R-E- 


I 


Sanitized Copy Approved for Release 2009/11/23 : CIA-RDP82T00271R0001 00120005-5 




Sanitized Copy Approved for Release 2009/11/23 : CIA-RDP82T00271R0001 00120005-5 


S-E“C“R‘“E“'r 


T'm/9~iy2. 


^ beli.eves ■r.h.a-':. ISC catalogiKg my be terminated 4 mon'Uhs 

tStLl’S ^ IC cataloging my be 

unfn^eRr-.p.n ' . P— ^d.ed all. actions are accranplished and no 

c +,"'n ’ai’.ot" Given an initial decision on 1 April this would 

-c.. 1 Augus... ax'd 1 Sapnember 1.9,58 as the effective dates. 
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I'liiii-IOl'iAi IDUi i AsGlstaiTb DlrcGtorr^ CR 

^IlbJRC'i' : SuDject Gat.alo£;ini;’ of looks in C'L!\ Library. 


i-Uil'EiAEijoji, : Rtnal Report on Cataloeinc of Looks,, Task Team. Ho. 'y, (OCR) 
2o ifrrcL p. TiT{/9-3. 


0 






1 . Rroole:ii 


Ho dotcr.iiine \rhether subject catalo,^ini^ of books ...li^ht be terminated 
bv'’ CIi\ Library. 


Bacl-iyround 


One of the assLUiptionc on vfiich OORks CataloGung Task Teaivi based its 
report reads as follows: **...the CIA Library will continue to ^ive ... books 
sub jt ect ca laloyiny" . 


'this paxDor cites discussion aaiony librarians to the effect that the case 
for subject cataloginy is no lonr-er conclusive, i'he auestion arises vrhether 
CIA practice is abreast of that of pro^pi’essive libraries? Secondly^ CI^l 
axjp)ears x)a- favorably situated in tlie raatter of access to the re- 
sources and services of the Library of Conx;:ress and other Federal libraries. 
This x^apjer asks vhiether the CIA cataloying oxjeration can take fuller advantage 
of this circuustance. ihirdly^ available evidexace is limited a.nd inconclusive 
concerning the needs of intelligence a.nalysts for subject access to books and 
concerning their habits of use of externally produced subject guides to books. 
If ^ as proToosed iiere^ these matters were carefully investigated and the need 
for CIA x^ 3 :cvided subject access were found to be sinall^ a substantial re- 
daction in CIA cataloging costs could be effected. 




'I’he Tasi: I’eam on Cataloging assumed in its report that CIA subject 
cataloging should continue under its in'oposed reorganisation x:>ending answers 
to the'auestions raised above ^ particiaarly in the matter of analyst req:aire- 
iiients. "in addition^ it does not ax-u^ear possible at tliis time to evaluate 
the effec’b of the CLtl Liove to suburban quarters on analyst axid library staff 


use of Library of Congres:: 


v:l£ 


a vis CIA Library subject card catalogs. 


cataloging for intelligence xjurx^oses could also be classed 


Finally^ subject 

as a variety of research insurance the cost of which laigiit well be con- 
sidered i.iinor in reJ.ation Lo inbelligence objecbives. 


3. Discussion 

A. The utili ty of suuject ca bale gin x 


Fe^ ir hciclmiann in an article on Costs of Cataloging XhP 290-31/^ 
Library"* T'rends , October^ .19W. oites an investigation of tlxe use of • 
subject catuloy at the University of California which arrived at tlxe 
following conclusion : 


the 
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GUL/Ject catcao^^iiw verb to be Lli^oijpc'l for all 
j-orei-n bools and for all English bools more than tvrenty 
^ears old, sub ject-catalo^inr load TO^ad be reduced 
XHL'aeaiatoly by ty/u fhe efficiency of the subject catalo£i 
i-n coiiiio of oooivs circuJ-ated uitn its help v/oiild pro- 
{.p^essiveiy decline to a level not loTCr than bO xoer cent 
ox its x^^'esent effectiveness p. 312. 


of this prox^osition to CI/i Library would involve the 

f ollov/in.' : : 


( 1 ) 


De tex'iaination of the xoroportion of forei^^n boohs to the total flow 
oi boons tiirouxih Cataloging Section^ CIA Library^ in order* to 
establish the costs involved. 


( 2 ) 

( 3 ) 

(^1) 


Measurement of the x^robable effects of termination of subject 
cataloging of English language booJ-is . 


Accejptability; as one sixbstitute for a subject catalog^ of browsing 
a:*iong books on CJj\ Library shelves arranged according to subject . 


Effect on utility of the central booh collection of CLA.*s booh pro- 
c‘Liro:sent policy which supports the maintenance of local collections 
for ST^ecialists and which therefore may reduce the use by analysts 
of a central library subject catalog. 


(5) 


The effectiveness as substitutes for CIA subject cataloging of 
(a) national and sjpecialized bibliograjjhical services regularly 
i.iaintained in CI/\. Library ^ and (b) the subject catalogs maintained 
ir. other Federal libraries^ in jjarticular^ the Library of Congress, 
(cf. also^ discussion in follo^ring paragraph). 


Conclusions on these points might well be based on selective ex^jeri- 


a:i-ea would bo stored and retrieved for a test x^oriod without pirovlsion of 


jUOJ 


ect catalog. 


B. 


Use of resources and services of otlier Federal librai^ies in lieu of 
subject cataloging of boohs in CTA. 


Muci) could be done ‘bo define si le role of the library of Congress 
an 1. oilier .'■ovcrn.iental librarierj^ xxi'ecent and potential, in support 
of intellijenee connanity rosearc'n. IVo trpos of services are in- 
o' .'o l, nhioly: (l) priiite.'l bil:>lio:;r:n'h.ic:al j^abli cations tf iic'n can 


he : n.'ei las el suid .-iaint'i.ii-sevj- is CZiv lii.rnrx', anl ( — ) Xi-i'-ili uj-Ci.* in 
i" vcn llbrar - to i/iiicli CIA huirary staff or tiie researcher ran bo 


liients in which all of the boohs received fi'on a x,ivon national or la.n;2uaye 
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(J-) /s.U3a,iin(;; that CIA Library maintained an ai.itiior/ tltle.-'added 

entry eard catalo,'j and arranged boohs on its shelves” according 
to cue Library of Congress classificcition^ the follomnc sub- 
ject would be used in lieu of a CIA subject catalo^^ to 

idenbi.Ly oooivs deuliu,^ vj'ith the {;^iYen subject: 

Liijrary of Congress Catalog - Books: Subjects. 

(publislted in tiir-ee ciuarterly issues^ annually 
and quiacxuennially) 

iiational Union Catalog - a cuniulative author list, 
(published in 9 i:iontliJ;y issuer:;^ 3 cfuarterly cuau- 
.lations; annually and quinq.uennially) 

llonthly Index of Russian Accessions (lIIRA) 

(gjublished liionthly by the Library of Congi'ess) 


East Eiurope Accessions List (EEA.L) 

(published liionthly b:^ the Library of Congress) 


i-lational and Special Bibliographies 

(available fro.ii inany comitries and for raany subject 
fields; many are xAiblished at short intervals and 
cumulated on an annual or longer-range basis.) 

■fhe time lag between xmiblication of the bock and its listing in a 
bibliography available in CLl Library might justify compensating 
measures in so.ilc cases ; e-g. CI/l' s receixjts of Russian and Bloc 
books i.iight be indexed in the illPAi. and lil&lL under arrangeriients 
that sent each new booi; to the Library of Congress for this pur- 
pose on a deacLline basis, fhe index cards from these two 
operations migjit be filed in CLd Library by subject on a 
cumulative basis. 

(l) CIA Library has arranged each year for several hundred intelligence 
analysts to work at tiio Librarv- of Congress and to enjoy special 
ori vil e^’GS in tne use or soLid^y’" rooms and access to boo-^. s cacics. 
fi.'is service may be expected to continue substantially unchanged 
in tlie future. It vrould axvpear to remove a substantial pjortion of 
file fiec'.l for maintenance of a subject catalog to the partial and 
lim:Lted holdings of similar publications in CIA Library. 

CX/i Library lias miaintained a staff member at the Ikibrary of Con- 
'r-ress for some five or more years to liandle inter-library loan 
matters and has sent reference staff on a near daily basis to 
uo bibliogi*ai)liical searclies in Library of Congress catalogs. 

■i'ViJg too has clearly reduced the use of CIA Library subject 
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it aocr! not npvjcar loploa.l to arpae tliUt tills has 
..•osu.i.tua ezclucively froi;i iiia.;iorj.uacy ol tiie CIi\ Library catalogs 
b'ocaiiso^ these rupres.int a new and evolvlne: CLU-rent inted-lipence 
eoixoaoioji, not tho^ ■.J.eflnitive eollectin- in a].], subjeet fields 

pj. i^ieeu b/ one Liorary of Congress for the broo/lest research 
plirpOGGS . 


GjiOhlid LiJ.so be no'Led tiiat CI/i borroi/in^^ of boo!:o froia the 
laLoieii^' ol Coii^^i'’ 0 GO ij-uiounbc bo o_j000 oi' irioi'e boobo pcir yec.!** 
xL..i.y x"abe wouJ.d certciinly not be reduced by the elfj:iination of 
<-i CX/l Gubjoct catalo/j, 'Jjie extent to uriich it ..lijlit increase 
would nave to be estii.iated by e::x)eri':ienb as proposed in para- 
Qxxiph 3 A. Inte3:*-library borrowin/j of boojes already in the CLh 
collection woulu nob ordinarily occur o^ssLiuino; x^roper use of 
•blie Clil autlior/title catalog:. 

/malyst use of subject {guides to boohs . 

'j’he obserVyilfations to be nade here are a x:;ood deal nore tentative 
tiian in. bhe flatter of availability of substitutes for a local subject 
cataloyiny operation. fliey are derived froa a brief exaiaination of 
certain recent dA-i^roduced intellic;ence r:ionox:;rapiis and their biblio- 
^raxdiles. In certain cases it iras noted that the bibliOi^-raxjhies con- 
tained few or ‘ 1 C references to foreign literature^ e.^a Polish economic 
studies in tl^.e Polish lan^iia^e;, even though the EE/iL^ for instance^ 
listed a va^riety of recent x^ubli cations of seeming relevance to the 
Clii h'lonofraxdi. 


One contjribu'bion whicli Mii^jit be obtained from analysts would be a 
reyiilar evaluation of ihie current national literature on the ^iven 
subject to be incorporated in the ::iono^rap)l.i alon^; with the bibliography. 
If^ as :.iay now be tlie case; or a-s such evaluation would indicate^ the 
nationa], literature does not warrant exhaustive treatment then;, again; 
the case for subject cataloging of boohs by CIA Library is reduced. 


Recognising that the languages concerned xiay be a barrier to 
analyst use translation assistance wouAd be required and cciAd he 
ijeasured as further indication of tiie general problem of gaining access 


to open literatvire. ho atte^ipt has been made here to deteruine the 
Gcnt i-ate oP ti-anslation of books by CUl or as obtained from outside 
ti‘anslators . In the part this activity has been reported to be very 


Siiial'J. . 


VJliat is proposed iiere is a <'Xi,se by case exaiaination by tlie librarian 
and tlie analyst of the probleius of open literature retrieval and of the 
(•limaiie ifi vhiich tlie analyst operates \nth respect to identifying and order 
;Ln';; new open literature; influencing the selection pojncies of the CIA 
Libx'ur;/; iiiaiutaining local oixm Irccrature collectxonS; utilisrng^, 

Libx'ar*'' of Coiigpess and other definitive collections; omia x^erforming 
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literature r^earches vrith tlic help of printed biblio/iraphies and 
^.ard catalo{^s. Fx'om gugIi investigations iiiight come assimiptions 
accep liable to research of fices and helirful for OCR planning pur- 
poses concerning: 


Level of language coiiipetence among analysts* 

Relative emphasis in the given research field on use of 
prime source liiaterials as compared with source materials 
generated by U.S. observers. 


Staff o.nd tl.ie a].located to e::p3-oitation of prime source 
.materials . 


Standards for the use of opjen literature in finished 
intelligence stuiLes. 


4 . Conclusions 



Subject cataloging of boohs acquired by CI/i Library is clearly not 
tjie exclusive instruiuent up)on vdiicli the intelligence researcher relies to 
gain access to open litei-ature. There are laany avenues of subject access 
to open literature of varying quail ty^ cost^ and effectiveness and in some 
cases involvj.ng duplication of effort. Any program to introduce more 
ordex'ly arraugejients and to econoiuise CIA subject cataloging costs must be 
based on bettor Iniowledge of intelligence research requirements than is 
now available. 


5 . Recommendation 

That discussions be held at the appropriate Division^ bean and CRAG 
levels to plan the suggested studies and experiments in the organisation 
of op^en J.iterature by CIA Library and its use by analysts. 


25X1 


ChT 


Docuuient Division 
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TTR/IO -2 


3 " RecoD!mend.ations 

a. Mission 

(1) The mission of the Reference Branch should be to give 

active support and guidance to agency personnel for the efficient 
exploitation of all informational resources. (TTR/ 10 - ) 

(2) The Reference Branch, as a service unit, should actively 
endeavour to adapt its organization, functions, recruitment, and 
training to agency needs. 

b . Organization 

(1) Abolish the present information, bibliography, intellofax, 
and selection units. (TTR/io ) 

(2) Reorganize the Reference Branch along area and functioxial 
lines . 

(3) Assign to each area and functional specialist the respon- 
sibilities for; 

(a) Directional and informational ser^/ice. 

(b) Preparation of bibliographies. 

(c) Selection of materials for acq,uisition by the library 

c. Services and functions 

(1) Increase the capability of the Reference Branch to provide 
improved informational and bibliographic service by reorganization 
of its structure, expansion of its facilities, and strengthening 
of the competence of its personnel. (TTE/IO ) 

{2) Retain the selection function in the Reference Branch 
but abolish the Selection Unit and assign responsibility for 
selection to reference specialists by area and functional responsi- 
bility. 

d. Recruitment and training 

(1) Improve the substantive competence of the Reference Branch, 
in economics and the natural sciences. (TTR/IO ) 

(2) Strengthen the reading capability of the Branch in the 
Slavic and Chinese languages. 


S-E-C-R-E-T 
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A 


S-E»C-F»E-T 


TTR/lO-3 


c o Reference facilities 


depth^ina Kefsraa<=a Bra,.=h in 


zation^ 'buildirig for the centrali- 

referenee Reference Branch, of presently dispersed 

vrorkx32g periodical and newspaper files. 


f" Branch evaluation of service 


of aiciri-5'^''L^'!:n ®^anch periodically, within the limits 


for S o^l^r <^f acco.^.ting 


nroductc! "r +t customer evalixations of the 

SS Brancn, particuJ.arly of bibliographies and intell 

facto^^' ' ^ respect to quality, speed, and other nertinent 


Customer education 


aggressive methods to acquaint agencv personnel 
with the services offered by the Reference Branch, such 


j rebriefing of agency personnel on Oi^R procedures 

^ advanced level than in the entering-^on- ' 
S OP partic^la. 


(2) Consider the establishment of an OCE bulletin and other 

means to make agency personnel more a, ware of reference service 
and facilities. ■=j-vj.v..c.- 


25X1 


Chairman, Task Team' Ten 


S-E-C-R-E-O: 


'/I 


\l 
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TTR/lO-k 


MD RE;C0:ifflEimATI0NS 


Ao Mission 


lo Conclusions 

i:he stated mission of the Reference Branch is to provide 
service to agency personnel c Implementation of this policy^ however, 
is too passive « .An. aggressive interpretation of this mission 
wo old permit a .more efficient division of iahor between the Ref- 
erence Branch and other age.rxy perso.nnel- The policy of passive 
cooperation has fostered problems of organisation, trainliig, self- 
evalxxaticn, and customer relations .. 

2o Recommendations 

Eo The mission of the Reference Bran.ch should be to give 
active support and guidance to agency personnel for the efficient 
exploitatio.o of all informational resources. 

bo IPhe Reference Branch, as a service unit, should 
actively endeavour to adapt its organisation, functions, recurit- 
ment, and training to agency needs « 

B o Organization 

lo Conclusions 

Organisation of the Reference Branch according to library- 
type functions into information, bibliography, selection, and 
intellofax units, disperses manpower, segments and duplicates e.ffort., 
and fails to devel.op the kind of well-rounded reference competence- 
required by the agency* The Branch should be reorganised in a manuei' 
that will use its available manpower more efficiently and develop 
greater reference competence * 


2 . Rec ommendat ions o 


a* Abolish the present information, bibliography, intello- 
fax, and selection units ^ 

bo Reorganize the Reference Branch along area and functicna.1 

lines o 

Co Assign to each area an.d functional specialist the respon- 
sibilities fors 


S-E-C-R-E-T 


Sanitized Copy Approved for Release 2009/11/23 : CIA-RDP82T00271R0001 00120005-5 


3-E-C^B.-E-T 




(l) Directional and informational seinriee. 


( 2 ) Preparation of bibliogr^aphies- 

( 3 ) Selection of mterials for acquisition by 
the library o 

^ “ .^. rv-ices and fimctdons 
1 u Conclusions 

ao Agency personnel make less than optinumfi Urse of the 
inf ormational services offered by the Reference Branch » Users are 
more satisfied, with the directional and bibliographic service than 
with the informational service « Need exists for the capacity to 
render a higher quality informational and bibliographic sen^iceo 
Agency personnel also need to be apprised of the advantages of 
making greater ijise of these services* 

be Although the selection fian.ction is nominally located 
in the Ref erence Branchy the initiative for foreign collection of 
cr^rert raaterialrS in high priority geographic areas has been in fact 
delegated to field personnel * Pursuit of a liberal field select d.on 
policy will reduce the amount of selection required at headquarters o 
Retention of the reduced selection function in the Reference Branch 
has a training value for reference personnel^ if allocated in 
accordance with area and functional responsibilities* 

2 • Recommendations 

a* Increase the capability of the Reference Branch to 
provide improved infomational and bibliographic service by 
reorganisation of its structure^ expansion of its facilities^ and 
strengt^hening of the competence of its personnel* 

bo Retain the selection function in the Reference Branch 
but abolish the Selection Uriit and assign responrSibility for 
selection to reference specialists by area and fiu3.ctional responsibility , 

D . Recruitment and trai.ning 
1 o Cone lus ions 

Althou^- adequateD-y trained in library science., the sub- 
stantive and language competence of the reference staff does not 
correspond to the priority missions of the agency « The staff is 
weak in ecotiomdcs and the natural sciences* It lacks sufficient 
persomel with rapid reading competence in the Slavic and Chinese 
languages * 

S-E-C-R-E-T 
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S-E-C-R-E-T 


ct./d 0-6 


2.. Rei;.oHnB.endation 

a.- Improve the substantive competence of the Reference 
Branch in economics and. the natural sciences. 


1 


bo Strerxgiiihen the reading capability of* the Branch in 
the Slavic and Chinese languages o 

Eo Reference facilities 
1 o C one liisions 

Adeqixate reference facilities are indispensable to the 
Reference Branch and the personnel of the agency as a whole « 

The reference collection is limited in depth and breadths Under 
the present temporary arrangements, too many of the reference 
facilj.ties are physically remote from the Reference Brancho 


2o Hecomim.endations 


au Strengthen the holdings 
depth and breadth « 


of the Reference Branch in 


b» Make provision in the new building for the centrali- 
sation, adjacent to the Reference Branch, of presently dispersed 
reference materials, such as working periodical and newspaper files o 


F. Branch evaluation of service 
la Conclusions 


a a The Branch devotes too little attention to ascertaining 
whau type of service is needed and how this service can best be given.. 

To the extent possible, the Branch must anticipate the general, nature | 

of future agency needs, both with respect to the selection and reference 
programs a \ 

ho The Branch system of record keeping and reporting, ^ 

inadequately describes its own activities and provides little or ] 

no evaluation of its product- Ho provision is made to ascertain 
whether the information service, bibliographies, or intellofax 
runs meet the neevds of the requestors a ) 

i 

2 » Re c omendat ions 

a« Brief the Reference Branch periodically, within the ^ 

limits of secOTity, on current and futin-e programs of the major 1 

prod\ 3 .cing o.ffice5 of the DD/I- ] 


S-E-C-R-E-T 
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S-E-C-R-E-T 




more meaningful the Branch system of accor.mtir>g 

iT-s OTO. *tinie o 

■nT-r,^ ^ develop means to obtain customer evaluationB of the 

Planets of the Branch, particularly of bibliographies and intellofa.x 
T'n. V lespect to quality, speed, and other pertinent factors. 

Customer e d ucati on 
lo Conclusions 

^ Tne Reference Branch has the potential to provide more 

uus..omer service than it now gives. Greater use of the reference 
service by agency personnel can contribute to the more efficient 
fulfillment of the mission of the agency. The failure of agency 
personnel, uo make .intensive use of the reference service siiggests 
that analysts may not be fully aware of the services offered~by 
the Reference Branch or the advantiages to be derived from using 
these services. 

2. Recommendations 

Adopt more aggressive methods to acquaint agency personneT 
rath the services offered by the Reference Branch, such as; 

a. Periodic rebriefing of agency personnel on OCR 
procedures and facilities at a more advanced level than in the 
entering-on-duty briefing. Encourage subsequent consuli-atlon on 
particular user problems. 

b. Consider the establishment of an OCR bulletin and other 
means to make agency personnel more aware of reference services and 
facilit.ies. 


S-E-C-R-E-T 
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Ti'R/10-8 


A. Mission 


Reference Branch regards itself as a se.rvice organiza- 
of the' agen™y^^^°'^ facilitate the work of production components 

hp coMeption of its mission is appropriate and is to 

^ accomplishment of this mission, hovrever, in 

ore than a passive sei^, requires greater awareness of the 
vantages of improving the relationship between the reference 

customers. Minimization of the reference service 
woiAi. impose upon the users of the library facilities a greater 
responsibility for master!, ng the complexities of how to exploit 

adequately the resources of the library. Overextension 
Of the reference service may imply the assumption by reference 
personnel of research function s which can more competently be 
performed by substantive analysts. Between these two extremes 
lies the opportunity to develop an efficient relationship between 
personnel who specialize in how and where to find needed informa- 
tion and those skilled in the exploitation of this information 
for particular areas and functional problems. 

3 " Although the existence of such relationship is readily 
identifiable, its location in relation to the needs of the component 
offices of the agency and the considerable variety of personnel' 
within these offices imposes a wide range of obligations upon the 
reference service, which can only he satisfied by the adoption of 
an active service policy. In order to achieve its mission, the 
reference service must become congnlzant of the particular needs of 
its various customers, must shape its resources to meet these special 
needs, must train its personnel to satisfy customer requirements, 
and must acquaint its customers with the nature of the ser^riee and 
the advantages to be derived from its use. 

4. Although many of the functions performed by the reference 
service are comparable to the service performed in non- intelligence 
research libraries, the reference problem in the CIA library is 
nevertheless special in nature because of the considerations of 
speed, timeliness, accuracy ,*■ security, global area, scope, dearth 
of information, breadth of interest, and other characteristics 
which may apply to a greater or lesser degree in any particular 
instance. The reference problem is compounded by the fact that 
although the information on a particular subject may be lim,ited in 
quantity, the total volume of intelligence infoimation is staggerii':ig . 
Interest is generally confined, however, to relatively recent 
developments, so that it is necessary both to digest material into 
the Informational system and to store it in such a vray as to 


S-E-C-R-E-T 
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eer/io-9 


gradual retirement as it becomes less timely, 
i?'’ • J? volume of the material, its fragmentation into the 
. individual short documents , many of them of a classified 
ly-ro^? hence outside of the scope of trade indexes and blblio- 

j nf' magnify the user problems and create a need for a competent, 
specialized reference service. 

5 • Although the reference reqtiirements of the agency are not 
en irely miique they do impose the need for developing a small 
i^oup of intelligen<t. , cooperative reference personnel, well 
-rained in library techniques, possessed of area knowledge, 
substantive background, and langixage competence. 

6. Conclusions 


The stated mission of the Reference Branch is to provide 
service to agency personnel. Implementation of this policy, however, 
is too passive. An aggressive interpretation of this mission would 
permit a more efficient division of labor between the Reference 
jJranch and other agency personnel. The policy of passive cooperation 
has fostered problems of organization, training, self-evaluation, 
and customer relations, 

1 • Re c ommendat ions 

a. The mission of the Reference Branch should be to give 
active support and guidance to agency personnel for the efficient 
exploitation of all informational resoiarces. 

b. The Reference Branch, as a service unit, should actively 
endeavor to adapt itg Drganizati6il,-''fdBationsi; recruitment, and" training 
to agency needs. 

B. Organization of the Reference Branch 


1. The present organization of Reference Branch according to 
library-type operations into information, bibliography, selection, 
and intellofax units is not the most effective way to use the 
positions allocated to the Branch. This organization fragments 
the Branch, leads to duplication of effort, and fails to develop 

a well rounded competence amongst the Branch persoimel. 

2. Under the present system, for example, senior personnel 
assigned to bibliographic work may learn a good deal about the 
literature on certain types of problems, but their knowledge is 
not directly available for the improvement of the selection of 
materials to be added to the library. Personnel assigned intello- 
fax work may become code specialists and little more. 


S-E-C-R-E-T 



Sanitized Copy Approved for Release 2009/11/23 : CIA-RDP82T00271R0001 00120005-5 




S-E-C-E-E-!r 


Tm/io-10 


specialisation according ^ system of 

•recommended that +Vjp operations, it is 

f -^nctional baSs Mb o^ ! reorganized on an area and 

Scnriet Bloc, eouid t 

Pcaitlcal, and s^?en+J 5 subdivided into economic, 

■is the following! ' inunctions » a possible allocation 

a- Sino-Sovlet Bloc, 

(Ij USSR and European Satellites. 

(a) Economic. 

(t) Political and sociological. 

(c) Scientific. 

(2) Communist China and Asiatic Satellites, 
b " lon-Bloe . 

il) Western Europe. 

{2j Worth and South America. 

(3) Other. 

.Reference personnel could be assiamed tn = 

arid funeti.ons l.n accordance withs • -• reas 

a<. Reference work load.o 

b. Langiiage skills o 

c u Area and functional competence ^ 

5 . Personnel assigned to an area and functlor^al 
responsibility woiid assume responsibility for directional 
xnforroatio.n.al,, and b.lbllographic problems within the-^i' area and 
f>^C:tion. Itese same persons would prepare themselve; bv'scSniin. 
national bibliographies, to assist in the selection function aJ 
.indicated abovre in Section D-5. 

6. .It is iiaperative that these persons also master -^he 

i.ntellofax cod,es .for their respective area and furicticn and thu-, 
provide a complete reference service to their customers on these 
areas ana functions. ' ' 

S-E-C-R-E-T 
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S-E-C-R-E-T 


■i oy the agency. quality reference service 




Tffi/lO-ll 


8 . 


Concluslrmg 


iifSt^tlon ^SSir® Branch according to library- 

to develop^the^kiSi^^?^^' segments and^uplicaXs^'^^^°“" intellofax 
ty the agLcv ^ 5 veil-rounded referSce i'ails 

will use^its^avn??\?^“^*^^ should be reorsanize?^^^^^^^® required 
reference competence." efficiently'^^ SCCSp^JCater 


Eeccmmppdat long 




— 

ofax, and selectioC^CCitCC® Present information, bibliography, intell- X 


functional iCnesf®"''®^'^^® Reference Branch along area and 


responsibiliCies^CSr functional specialists the 

(1) Directional and informational service. 

(2) Preparation of bibliographies, 


Reference services and funct.^nng 
Inf opaiation service 


(3) Selection of materials rr\y> 

tjie library. ^l^isition by 




provide B.ado, deed not 

Ihe Befetenod Branch is oj SSnn"":? ^ 

tb^ it nov gives. In addition, some ft 

oetter service than the Branch is now Capable agency need even 

pote.ntial of the Branch is not now fully^exnl ni + Ihe 

demonstrated to the personnel of the agiicy\hat"?h^^°^'^®® ^ot 

improve the quality of their product by makiS 1! 5 and 

ref ere.nce service. ^ aKing greater use of the 


S-E-C-B-E-T 
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Reference Branch show only an 
Branch work load. a?here is no practical way 
•^f percentage of agency personnel that use the facilities 

hoi "t, Branch. Questionnaires completed hy a sample of 

however, showed that while 78^ sought 
Reference Branch in finding particular hooks or documents 

service of the Reference 

wo-K.v'^^^ rt obtain information on where to get facts related to their 
R -p ” slightly higher number (58^) reported that they used the 

...eierence Branch as a source for obtaining directly, specific facts 
needed in their work. These figures must be contrasted with the 

that use the Reference Branch as a channel through 
wnich to ordei library hooks or documents (properly a function of 
the Circulation Branch). 


- h=.^° 4. ‘iata it is apparent that the Reference Branch is 

in fact vrilling to provide service. Agency personnel are aware of 
tils fact, too, but personnel presently use the reference service 
Ci-iefly to obtain the lowest order of service, the locating and 
ordering of books and daQumehta. This sitixation is further attested 
to by the records of the Reference Branch which, as reported in the 
Report of the Library Consultants . p. 5^1-* indicate that on the average, 
25^ of the questions handled by the Reference Branch consist of 
directional questions, which normally take only 1 to 2 minutes to 
answer . 


4. Under the Reference Branch system of classification, moreover, 
questions requiring 2 to 15 minutes of time are arbitrarily designated 
as informational questions and average 35?^ of all questions. Undoubtedly 
a considerable portion of these informational questions are in fact, 
directional questions as identified in Figure 1. Thus, considerably 
more than of the questions processed by the Reference Branch are 
what may be termed the lowest order of reference type questions, if ^ 
indeed, since they include the processing book and document orders, 
they are reference type questions at all. 


'?«Hereafter cited as Consultants Report. 


0 
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FiaURE 


USE Al® EVALUATION OP THE REFERENCE BRANCH SERVICES AND FACHITIEB 




Question 


Users 
in ^ 
of total 
respond- 
ents 


E-valuation in of Users 


Unsatisfactory 


Mostly 

satisfac- 

tory 


To obtain directly, specific 
facts needed in your work 

To obtain information on \diere to 
get facts related to your work 

To obtain directly background informa 
tion needed in your work outside 
of your own field of coii5)etence 

To obtain help in finding a 
particular book or document 

To order books or documents from 
the CIA Library 

To request the preparation of a 
bibliography 

To request Intellofax runs 

Use of OCR Library Reference 
Collection 
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1 ^ 


Satis- More 

factory than 

satisfac- 


58 

4 

21 

55 

— H22L 

21 

47 

5 

18 

54 

23 

42 

6 

15 

6l 

18 

78 

1 

11 

49 

39 

8l 

2 

11 

52 

35 

17 

21 

7 

54 

18 

62 

11 

11 

50 

-28 

8o 

7 

36 

55 

3 
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I 



+Vio nV sure 1 casts additional light on the demands made of 
erence Branch by agency personnel. In preparing the 
questionnaire it was assumed that the average DD/i analyst 
^presumably the most frequent Reference Branch customer) was an 
area or product specialist, comparatively more knowledgeable in the 

era we of his specialty, and less so in peripheral, matters. 

was therefore expected that this average analyst would have 
relatively little occasion to consult the Reference Branch to obtain 
directly, specific facts needed in his work. It was assumed that 
he would rather prefer to inquire where to go to find information 
needed in his work, and that he would show an even greater depend- 
ence on the Reference Branch in his efforts to obtain backgroimd 
information needed in his work but outside of his own'.field of 
competence. In fact as Figure 1 shows, the order of dependence was 
reversed. Persoimel questioned rely more on the Reference Branch 
to find information directly related to their work and less for • 
backgroimd information. 

6 . The institutionalization of research under government 
auspices has made it necessary to subject the planning, scheduling, 
coordination, review, and publication of research to formal control. 
Ati’ the same time, the actual conduct of research has been least 
subject to control and the agency analyst is relatively free to 
make, in his own manner, judgments as to how to gather information 
and what kind of advice to seek fd^ professional librarians. 

Some analysts, conscious of their responsibility for the final 
product, are reluctant to delegate responsibility for any portion 
of the research and related activities. Not to seek advice in the 
search for information may not, however, always be the best way 
to discharge the personal responsibility for research. A few 
analysts approve of the principle of seeking aid from reference 
specialists, but doubt that the reference staff, as now composed,.- 
contains personnel of sufficiently outstanding professional competence 
to create a high degree of confidence amongst their customers. 

7. On the whole it is to be expected that the dependence of 
personnel upon the reference serv ice will vary according to subject 
matter, experience, position, personal, and other factors. A competent 
reference service has much to offer the research analysts: knowledge 
of national book and periodical literature, bibliographic lore, 
intimate acquaintance with card catalogues and coding systems, and 
numerous other technical aids, which may profitably supplement the 
efforts of the individual researcher without usurping his remaining 
freedoms or depriving him of the satisfaction of guiding his own 
project to completion. 
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assistance to all levels reference service can be of 

use the lib^ar?^ sirs a personnel who have occasion to 

but rely passSelv for library, 

personal files, ^ ^ tbeir information on reading panels and 


offered bv Present users with the iaiformation service 

Belleet ^ood, but not exceptional, 

finding iour-flfths of the users rated the fact 

found tbp QP merely satisfactory, and fever than one-fourth 

satisfactory in quality. In contrast, 

was rated satisf2t!I^°^ procuri^ books and documents) 

more thsr pp+J’ 5 i all users, and 

more than satisfactory by over a third of all users. 

+hp^?,Ui'?? adequate service the Reference Branch must raise 

product to a level that merits wide use. Quality 
+o^p users, but in addition, potential users need 

to be acquainted with the kind of service that is available. 


H* if a reputation for quality service is established. 

It may be expected that the majority of questions put to the 
reference service will be directional. Most of the time of the 
Branch devoted to customer requests, however, will probably be 
given to informational type questions. Arbitrary designation of 
Inquiries as research questions because they take from 15 minutes 
to 2 hours of time should be abandoned. This activity is not 
research and a better term should be found to describe it. 


12* Slowness of service does not appear to be a serious 
complaint amongst those users whose requests are directional or 
informational in character . No parituclar end is seived in striving 
to answer all such questions in a given number of minutes. Rather 
the time taken to answer a request should be adjusted to the kind ' 
of information needed by the requester and the urgency of the question. 


Bibliographic service 


13. Users of the bibliographic senrice on the whole find it 
satisfactory or better, but m a n y persons in the DD/i who do not 
use the service are critical of it. 


lif. Of 6k DD/i analysts who professed to use the bibliographic 
service, 1 or more times a year, only 2 judged it to be unsatisfactory 
in their replies to the OCR Questioimaire (Figure 2), 6 mostly but 
not entirely satisfactory, 36 satisfactory, and 20 more than satisfactory. 
Thus, 8 of 64 professed users of the service evaluated it as less 
than fully satisfactory, while 56 rated it as satisfactory or better. 
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figure 2. USE AMD EVALUATION OF TEDS BIBLIOGRAPHIC SERVICE 


EvaIue:bion 


Times used per yeeir 








-X 



Unsatisfactory 

23 

7 

1 

2 

1 

0 

Mostly "but not 







entirely satisfactory 

2 

1 

6 

12 

0 

0 

Satisfactory 

29 

8 

27 

52 

8 

1 

More than satisfactory 

2 

1 

13 

25 

k 

3 

Do not use 

225 


_5 

10 

_1 

_i 

TOTAL 

351 

100» 

52 

100» 

14 

5 


^Rounded 
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responded to the OCR Questionnaire 
auality of the hihliographic 

thJI^ ^ service which they evaluated. a?wenty- 

if evaluated the service as unsatisfactory. Hence, 

the of users and nonusers are combined, 28^6 viewed 

it satisfactory, while 725 ^ regarded 

It as satisfactory or better. 

Reference Branch show that the Branch 
during I 956 and 1957, 75?^ for the DD/P, 
20^ f or the DD/i and 5^ for the DD/s (mainly for OTRC). At this ^ 
rate only about 15 bibliographies a year are prepared for DD/I 
^rsonnel, considerably fewer than claimed by respondents to the 
OCR Questionnaire. 


17 . Some 20 persons in the DD/l and DD/s for whcf" bibliographies 
vere prepared in I 956 and 1957 were interviewed to determine whether 
the finished bibliographies fulfilled their needs as to scope, 
arrangement, and meeting of schedules. Without exception, each 
person interviewed expressed satisfaction with the product. This 
incjuiry thus corroborated the information provided by the Questionnaire 
to the effect that most users of the service found it satisfactory 
or better. 


18 . Nevertheless, the service is not widely lised in the DD/i . . 
area. Only 17 ^ of DD/I respondents to the OCR Questionnaire professed 
to use the bibliographic service 1 or more times per year. Coarparison 
with Reference Branch records shows that in fact an even gmaiiaT * 
percentage of DD/I personnel actually use the bibliographic service 

in a typical work year. 

19 . Nonuse of the service by DD/i research personnel combined 
with a significant negative reaction to the service by nonusers 
stiggests that; 

a. The service may meet the needs of some persons but not 
others, or 

b. Many persons may not know of the availability of the 
service or the advantages of using it. 


20. The bibliographic service can meet many requirements in a 
community whose needs are as diverse as those of the agency. In 
connection with particular projects, some of the requirements that 
may be met by special bibliographies are listed below; 


.»■!) 
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authorized Provided hy an 

bibliographic worv^ -^0-e-‘-ional persons who specialize in 
specialist be as''lffnpfl recomended instead^ that each reference 
aScorJii^ to are^ reference functions, 

responsibi-litv ^ ^ superimposed functional 

T/O and ®'^onomic and scientific, as permitted by 

Of the BrJnth competence of individual members 

It abilities more completely than 

blblfnm>n-^>?? discontent has been expressed with the rate at which 
exists^n reproduced. If a typing bottleneck 

S otLi mSna r ^ provide a pool for typing services 

MbSo^apSSs up the processing of 



0^0 


f 111-, should also be made for the routine evaluation 

o bibliographies by the customer, and for a corrective type of 
follov 7 -up to meet deficiencies disclosed in the evaluation process 


Selection function 


28. Treatment of the selection problem as a whole has been 
assigned to Task Team Four and therefore will be considered here 
only as it relates to the mission and functions of the Reference 
Branch as a whole. At present, the selection function is lodged 
in the Reference Branch and for the reasons indicated below it is 
bslisved that it should remain, in the Branch, although provisions 
for the execution of the functions should be modified. 

29. The primary interest of the agency in foreign intelligence 
requires that the initiative for foreign collection of overt 
publications be delegated to field personnel. For high priority 
areas, it is therefore more efficient to authorize a liberal 
procurement policy than to undertake to administer a tightly 
controlled headquarters directed procurement system. Since this 
fact is now recognized, insofar as foreign prociorement is concerned, 
the selection function can, to a great extent, be reduced to the 
briefing of field procurement officers. 

30. Headquarters participation in the selection for priority 
areas can best be confined to an assessment operation, such as 
the checking of national bibliographies for the previous year 
against procurement during the year covered by these bibliographies. 
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I'his function is ir, 

which can be performed mechanics of 

card cataiog-aes ar>e Branch, where working 

the Reference Subject and area specialists in 
bibliographies fcr nroTir«^«”^+-+f* collated national 

officers have failed t^'V' which the field procurement 
mission. For in toe routine performance of their 

Check can be 

a. Material published in the US on foreign areas of interest. 
professional^SS!'"''^ indexes, bibliographies, and other 

f>«ltlve 



approacn to selection recognizes that most of 
^ 1? performed in the field, sufficient remains that 

■value to the personnel of the Reference Branch to 
w^«^? its oeing locatea in that Branch. Participation in selection 
^ a training v^ue xor Reference Branch personnel. It is the view, 
therefore, of this task team that the fxill time Selection Unit in 
the Reference Branch be abolished, that such selection functions as 
are appropriate to the training and maintenance of subject and area 
competence by the Reference Branch personnel be assigned to these 
people in accordance with their appropriate subject and area responsib- 
ilities. Under this proposal, the present high cost of selection 
per unit will be reduced and absorbed into s^lch time of the Reference 
Branch personnel as is not charged to uhe handling of customer reguests 
The incorporation of the Selection Unit into the Reference Service 
proper will also make available to the Branch two additional senior 
reference specialists and thereby enable the Branch to enhance greatly 
its substantive competence and potential to provide customers with 
informational and bibliographic service. 




Housekeeping f'unction s 

33. Certain minor housekeepijg and miscellaneous duties are 
unavoidable and to some extent beneficial j others should be 
reassigned to other units or if possible., dispensed with. 
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3^* Heass.'Lgn. or elLlminatas 

in serial record. If serials are checked 

tv Eefei^-'nca ^ai.u./eo&i-.os cf a dv.plicate serial record in 
record ^fcosped. A ta.lephone call to serial 

agency. * "" ~® the psricdicai has arrived in the 

tniaAr>v ^ illTDen'c. Of Circulation requests. lEh,e widespread 

Reference and Circulation are In the sam? Branch 

more -fm-n reference personnel for 

more imi-oroant matrers. In order not to daaiape customs- 

or^volmiVer"^"^*^-" telephone calls to Circulation, 

r volunteer go ^.a^e uae request this time hut explain that Cir- 
ciL..auion now handles thess x^eauestsa 

c. Messenger duties in connection with intellofax runs 
nw performed by reference personnel, should be reassigned to the 
OCR niessen.g 6 r sexY±ce^ 

36 . Conclus ions 

a. Agency personnel, roake less than optiitEsm use of the 
information^ .ser'/ices offered by the Reference Branch . Users 
are more satisfied with uns d.ir 3 ctio,nal an/i bibliographic service 
than with tne Ijafomauional service. Need exists for the capacity 
to render a higher quality inforrsatio’^l and bibliographic service. 
Agency parsonnel also need to be apprised of the advantages of 
making greater use of these senrices. 

b. Although the selection fiznction is nominally located 
in the Reference Branch, the Initiative for foreign collection of 
overt materials in high priority geographic areas has been in fact 
delegated to field personiiei. Piirsuit of a liberal field selection 
policy will reduce the amount of selection required at headquarters. 
Retention of the reduced selection ^■^ 2 nction in the Reference Branch 
has a training val-ue for reference personnel, if allocated in 
accordance with area and. functional responsibilities. 

37- Recommendations 

a. Increase the c,apability of the Reference Branch to 
provide improved inf'or.ratio.Tial and bibliographic service by 
reorganization of its structure, expansiori of its facilities, 
strengthening of the c 0 mpst 3 r.ce of its per3onr:e.l. 

b. .Rets,:'..'?, the select.lon function in the Reference Branch 

but abolish, the Salsctio.n U.n;'.t end aEslgn. responsibilitj' for selection 
to reference Epecia.l.icts by area and f'Cir-icuional I'esponsibility. 


.Of 
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Recruitment and tralnliig 

1. The training of the Reference Branch is good but not 
outstandiiig . The l4 professionals have a total of l8 bachelor's 

6 master's, and 1 doctor's degree. The group has 7 bachelor's and 
4 master's degrees in library science. Five of the group have 
only practical training in library work (Figure 3)« Their academic 
training includes 9 bachelor's degrees, 2 master's degrees and 1 
doctorate in the social sciences. One person has a bachelor's 
degree in the physical sciences (mathematics) and one a bachelor's 
degree in a foreign language. Although strong in the social sciences, 
most of the training is in history, political science, sociology, 
and eduction, rather than in economics. The group as a whole should 
be fortified in economics and in the natural sciences. 

2. The group is strong in language training, but not in the 
Slavic languages most needed for reference work in the agency. 

Only 4 persons have a capability in Russian of whom only 1 professes 
to be able to read texts of most grades of difficulty and 1, texts 
of average difficulty (Figure 4). None profess to have a capaiblity 
in the other Slavic languages, althou^ 6 have some capability in 
German, 12 in French, and 4 in Spanish. One person can read simple 
Japanese, but not one has facility in Chinese. The Slavic language 
capabilities of the group should be elevated through training. 

3 . The morade of the group would be greatly improved and its 
effectiveness increased, if it could be briefed from time to time, 
at least in a general manner, of the objectives of the research 
programs under way in OBR and OSI, and of the kinds of national 
estimates undertaken by ORE. 

4 . Conclusions 

Although adequately trained in library science, the substantive 
'and language competence of the reference staff does not correspond 
to the priority missions of the agency. The staff is weak in economics 
and the natural sciences. It lacks sufficient personnel with rapid 
reading competence in the Slavic and Chinese languages. 

5 . Rec ommendat ions 

a. Improve the substantive competence of the Reference Branch 
in economics and the natural sciences. 

b. Strengthen the reading capability of the Branch in the 
Slavic and Chinese languages. 
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FIGURE 3 . ACADEMIC TEIAINING OP REFERENCE PERSONNEL 


Subject 

Libreiry Science 
Social Science 
Physical Science 
Foreign Language 


Minor 

0 

3 
1 

4 


Bachelor ' s 
7 
9 
1 
1 


Master ' s Doctorate 


4 

2 

0 

0 


0 

1 

0 

0 


FIGURE 4 . POREICaJ LANGUAGE READING ABILITY OF REFERENCE PERSONNEL 


Can read texts of 

following dlfficvilty: 

Russian 

German 

French 

Spanish 

1 . Any 

0 

0 

1 

0 

2 . Most 

1 

1 

1 

0 

3 . Average 

1 

2 

6 

2; 

4 . Simple 

2 

3 

4 

2 
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J^eference facllltieR 

stated tha?+Lf®^ respondents to the OCR q.uestionnaire 

S tSe -jsed the facilities of the reference collection 1 

tines per month. Almost half of the group (1*6^6), however 
touection only 1 or 2 tSes'^pi; m^thTSf 
DD/I professed to use it 3 or 5 times per month. By 

ri reference facilities 1 or more times per 

onth reached the following levels: ORR, 865 ^; OCI, 755&; OSI, 58?t. 

Although use of the collection was high, the users were on 

who-.e more critical of the collection than of the services 

Reference Branch. Only of the respondents who 
eval^ted the reference collection found it unsatisfactory, hut 36 % 
found it mostly but not entirely satisfactory. While 555& judged 
he collection to he satisfactory, only 3 % rated it as more than 
satisfactory. On balance therefore 43^ of the respondents judged 
the collection to be less than wholly satisfactory while only 5$^^ 
regarded it as satisfactory or better. 

3 . An adequate set of reference facilities is indispensable 
to both the Reference Branch and the personnel of the agency who 
use the reference services. It is difficiilt to start a reference 
collection from scratch since many standard reference works are out 
of print. A good beginning has been made, however, but it is not 
yet comparable to the collections of libraries that have been in 
existence for a long time. 

4. The major categories of reference materials now maintained 
have been well chosen and should be ftirther expanded in depth, 
particiilarly trade guides, biographical dictionaries, bibliographies, 
and foreign encyclopedias. 

5- The following additions to the reference collection are 
recommended; 

a. A central collection of Sino Soviet Bloc statistical 
handbooks and statistical periodicals. 

b. A collection of foreign census dociunents. 

c. Provision in the new building for hard copy fll€(s of 
Sino Soviet and other periodicals , located adjacent to the Reference 
Branch and the library reading room. 
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of the leadiM°mtional^-n^n^ new building for hard copy editions 
to be adjacent to the 

the reference cSlection^^ the latest WIS should be on file in 
lAC Document Vault, „here ai?ScSt'“"'^' ® 

marked the preeent reference collection are well 

set un tl ^a' easy-to-find indicators should be 

bibliographies directories and 

for TcoJ^dLSiT®*^ that provision will be made in the new building 
tn i-L expanded reference collection to be housed adjacent 

lcaS:i?iof|r^.r"f? V ss ti 

Is itrSbl^^L^? building so as to 

make its bibliographic aids generally available to library users. 

r,r.ri-h?’ ■tJie new building should also alleviate the reference 

BrSph^ of such sep^ately located offices as OSI, whose analysts find 
Branch 5 Library in Barton Hall to be handicapped by the lack of a 
complete card catalogue, by a periodical collection of limiSd Lope, 

Of Serials elementary reference tools as the Union List 


Conclusions 


Adequate reference facilities are indispensable to the Reference 
Branch and the personnel of the agency as a whole. The reference 
collection is limited in depth and breadth. Under the present temporary 
arrangements, too many of the reference facilities are physically remote 
from the Reference Branch. ^ 


10 . Rec ommendat ions 


a. Strengthen the holdings of the Reference Branch in depth 
and breadth. 


b. Make provision in the new building for the centralization, 
adjacent to the Reference Branch, of presently dispersed reference 
materials, such as working periodical and newspaper files. 

F. Branch evaluation of service 



1. For the Reference Branch to evaluate its success in ful- 
filling its mission it needs to Improve its periodic reporting 
and devise a system of ascertaining consumer reaction to its service. 

S-E-C-R-E-T 




Sanitized Copy Approved for Release 2009/11/23 : CIA-RDP82T00271R0001 00120005-5 

S-E-C-R-E-T 


TTR/IO-26 


glvL “"Sloyea in the Branch 

which the Seif of^e 

but the cemrersloi of ° of time is harmless, 

such as "information" arbitrary categories 

the k-irns n-f j T research does not adequately describe 

requ^ements^^^t'^^ demanded, and gives no guidance as to customer 
Ss oraue^tn-in s^Ple counts be made of the 

tS establishment ^^sis for 


the^serile^^frn^v.^^® no way of knowing the quality of 

performs or the degree to which it meets customer 
+v-n -p ® ^ expectations. Periodic sample evaluations of all 
Tlrl Of th"""' advisable to ascertain whJt cusSmers 

granhies and For larger projects such as biblio- 

^ intellofax runs, evaluation could with profit be made 
^ procedure and could be made to provide immediate feedback 
in the form of improved service and more adequately serviced readers . 


4. The Branch also needs to know not only how it served its 
customers, but how it expended its total time. The lack of such 
^o^tion e^osed the Branch to criticism in the Consultants Report 
Ihe Branch and likewise OCR management need to know how t.hp t imia 
budgeted for reference purposes is being allocated. 

5- In addition to assessing its own activities the Branch should', 
obtain evaluations of what it does for requesters. It also should 
keep abreast with the changing pattern of customer requirements, so 
as to prepare itself to meet requests. It needs to know not only 
why readers avail themselves of its services and also why potential 
customers do not avail themselves of the reference service. 

6 . Conclusions 


a. The Branch devotes too little attention to ascertaining 
what type of service is needed and how this service can best be given. 
To the extent possible, the Branch must anticipate the general nature 
of future agency needs both with respect to the selection and reference 
programs . 


b. The Branch system of record keeping and reporting, 
inadequately describes its own activities and provides little or no 
evaluation of its product. No provision is made to ascertain whether 
the information service, bibliographies, or intellofax runs meet the 
needs of the requestors. 
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T- Recommendations 

of seciiT-f+v Reference Branch periodically, within the limits 

offices o/the future programs of the major producing 


b. Make more meaningful the Branch system of accovintlng for 


Develop means to obtain customer evaluations of the products 
ot the Branch, particularly of bibliographies and intelofax nms, with 
respect tb.qmlity, speed, and other pertinent factors. 

Customer educ at i on 


1. The failure of agency personnel to make intensive use of 
the reference service suggests in part that analysts may not be 
fully aware of the services that the Reference Branch has to offer. 
In order to make known the nature of the services offered, the 
Reference Branch can take a number of courses of action: 

a. It can participate in the orientation of new analysts 
to OCR facilities . Of 421 respondents to the OCR Questionnaire, 

216 stated that they had been briefed on OCR facilities in the 
Intelligence Orientation Course. Only 167 were briefed individually 
or in groups in OCR itself. Seventy-eight indicated they never 
had been briefed. While most ORR and OSI. personnel stated that they 
had been briefed on OCR facilities^ 31^ of "the OCI respondents and 
275^ from OWE indicated that they never had been briefed on the OCR 
facilities . 


b. Most persons responding to the Questionnaire (7^5^) declared 
that they had been briefed more than 2 years ago. Many of them, •- 
particularly those vho do not use the reference facilities, could 
benefit from a rebriefing on reference services and facilities. 

2. To achieve periodic contact with those whom it seeks to serve, 
OCR should consider the establishment of a Bulletin to contain items 
such as: 

a. Selected accessions. 

b. Information on new seivices and procedures. 

c. Reviews of available services. 

d. Changes in organization and location. 
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3* Conclusions 


The Reference Branch has the potential to provide more customer 
service than it now gives. Greater use of the reference service by 
agency personnel can contribute to the more efficient fulfillment of 
the mission of the agency. The failure of agency personnel to 
intensive use of the reference .service suggests that analysts may 
not be fully aware of the services offered by the Reference Branch 
or the advantages to be derived from using these services. 

4 . Eec ommendat ions 


Adopt more aggressive methods to acquaint agency personnel 
with the services offered by the Reference Branch such as: 

a. Periodic rebriefing of agency personnel on OCR procedures 
and facilities at a more advanced level than in the entering on duty 
briefing. Encourage subsequent consultation on particular user problems. 

b. Consider the establishment of an OCR bulletin and other 
means to make agency personnel more aware of reference services and 
facilities. 
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